























Are you FAILING 


Here is the extra dictation practice you 














Look What Users of 
Dictation Discs 
Say About Them! 


“These records 
have helped me 
secure a much 
better position 
than I had pre- 
viously.’’ 


MRS. R. L. HENDERSON 
Portland, Maine 


“T am 
Shorthand 


a teacher of Gregg 
and Dictation 
Discs have been very valua- 
ble in my shorthand classes. 
My students enjoy taking 
dictation by these records.” 
MISS BETTY BURNS 
Route 1, Box 69 

Valdese, No. Car. 


“After using your rec- 
ords faithfully I gained 
enough confidence to 
apply for one of the bet- 
ter positions here in Day- 
ton. I was given a test 
and had an excellent 
steno position within 
two days.” 

CAROL WETZEL 

Dayton, Ohio 





“T like to use re rds for my 
shorthand class¢ I find 
the Dictation D Com- 
pany’s records fit n 
well for practice and 
building.”’ 
MRS. VIRGINIA RANKIN 
Twin Bridges, Mont. 


























YOUR SHORTHAND IS 
YOUR INCOME 


THESE LEADING BUSINESS SCHOOLS and 
COLLEGES USE DICTATION DISCS 





wail 





ABILENE CHRISTIAN 
COLLEGE 

Abilene, Texas 
ACTUAL BUSINESS 
COLLEGE 

Akron, Ohio 

ADELPHI BUSINESS 
COLLEGE 

Miami, Florida 
AMERICAN INSTITUTE 
OF BUSINESS 

Des Moines, lowa 
BRIGHAM YOUNG UNIV. 
Provo, Ufah 

COLLEGE OF 
WILLIAM & MARY 
Williamsburg, Va. 
COLUMBIA UNIVERSITY 
New York, N. Y. 
CARNEGIE INSTITUTE 
OF TECHNOLOGY 
Pittsburgh 13, Pa. 


HILL'S BUSINESS UNIV. 
Oklahoma City, Okla. 
HUMBOLDT STATE 
COLLEGE 

Arcata, Calif. 

ILLINOIS WESLEYAN 
UNIVERSITY 
Bloomington, III. 
INDIANA STATE 
TEACHERS COLLEGE 
Terre Haute, Ind. 
MONTICELLO COLLEGE 
Godfrey, III. 

NAMPA BUSINESS 
COLLEGE 

Nampa, Idaho 
SUSQUEHANNA UNIV. 
Selinsgrove, Pa. 
TRI-STATE UNIVERSITY 
Toledo, Ohio 


Dictation 


Lise Co. 


170 Broadway, New York 38, New York 


UNIVERSITY OF AKRON 
Akron, Ohio 
UNIVERSITY OF 
CONNECTICUT 

Storrs, Conn. 

UNIV. OF ILLINOIS 
Urbana, Ill. 

UNIV. OF MARYLAND 
College Park, Maryland 
UNIV. OF PUERTO RICO 
Rio Piedras, P. R. 
UNIV. OF TENNESSEE 
Knoxville, Tenn. 
UNIVERSITY OF TULSA 
Tulsa, Okla. 


AND MANY OTHERS 
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GUARANTEE 
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These Giants of American 
Industry Use Dictation Discs 
In Their Training Program 

Prudential Insurance Co. 
Western Electric 
General Electric 
Eastman Kodak 
Tempo Aircraft 
National Carbon Co. 
International 
Correspondence School 
Socony Mobil Oil Co. 
Federal Reserve Bank 
Tennessee Valley Authority 
LaSalle Extension 
University 
Central Railroad of 
New Jersey 
. PLUS MANY MORE 


ecords are UNC ONDETIONALLY ; 
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: SHORTHAND? 


1 need to 


INCREASE YOUR 
SPEED AND 


Tye miss out on promotions and better-paying jobs 
because your shorthand is just so-so. Use the tested, 
result-producing DICTATION DISC SYSTEM—the sys- 
tem that helps students get better marks ...secretaries and 
stenographers more money. Thousands are now using this 
effective method to help increase their shorthand speed. 
You can do the same in the comfort and privacy of your 
own home. 
Practical, Down-to-Earth Material Builds Speed FAST! 


All the words and phrases commonly and frequently used 
in general run of office dictation are included in Dictation 
Discs. ‘““Takes’” have been carefully chosen for variety of 
vocabulary and material so that each one offers a new 
challenge ...a varied change of pace. Dictation Discs in- 
clude the most diversified selections of every conceivable 
type of business letter that you’ll come across in any branch 
of business and industry. 


Dictation Discs Hailed Best by World's Shorthand Champion! 


William Cohen, world’s shorthand champion, who writes 
280 wpm for 5 minutes says: “The very precise and clear 
manner in which Dictation Discs are dictated makes easier 
the climb to greater shorthand speed.” 

Here’s a sure-fire way to improve your skill—put an in- 
valuable training asset at your command—planned repe- 
tition practice. You get tried and tested instruction that 
builds speed, just as though you were in the classroom with 
your teacher...eases practice chores...prepares you for ex- 
aminations...familiarizes you with varied subject matter 
...provides rhythm and poise. Improvement is rapid under 
a method that’s designed to develop the all-important 
“automatic reaction” in your shorthand technique, to make 
your hand as quick and sure as your ear! No wonder 1,970 
leading schools throughout the United States now use and 
recommend Dictation Discs. 


get passing marks! 





15 minutes dictation 


on each 45 rpm record 








45 minutes dictation 
on each 33'/, LP record 


ONLY DICTATION DISC 
RECORDS OFFER YOU 





its records. 


ALL THESE BENEFITS! 





& Only Dictation Disc 45 rpm Ex- 
tended Play gives you a full 15 
minutes dictation on each record. 


Only Dictation Discs has short- 
hand dictation on all 3 phono- 
graph speeds. First to put dic- 
tation on 45 rpm—first and only 
with dictation on 33% Long Play. 


€ All letters separated by Indi- 
vidual bands for easy (visible) 
selection on the records. 


4) There is no duplication of mate- 
rial on any record. 


Dictation Discs contain the 
largest selection of shorthand 
speeds, from 40 wpm to 250 wpm. 


6) Dictation Discs have the largest 
variety of different voices on all 


Dictation Discs are recorded 
and manufactured by the R.C.A. 
Victor Custom Record Division. 


8) Dictation Discs are pressed on 
unbreakable vinylite for clarity 
and longevity. 
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Send No Money! Mail The Coupon Now! ; © Absolute money back guaran- 
To get the Dictation Discs you want—send no money tee (for any reason whatsoever) . 
a now. Simply check the ones you want in the coupon and J 
mail it at once, When your records arrive pay the low price 
indicated plus C.O.D. and handling charges. Or enclose 
cash, check or money order now and we will ship your 
an records postpaid. Either way—Dictation Discs MUST do ASK YOUR TEACHER ABOUT THE 
everything we say they will or you may return them for ADVANTAGES OF USING PHONOGRAPH 
scs full refund. Mail the coupon now. 10 minutes dictation RECORDS FOR HOME DICTATION PRACTICE. 
im on each 78 rpm record 
' 
| DICTATION DISC COMPANY 45 RPM $1.75 ea. (cont'd) 4 records—$1.75 78 RPM $2.00 ea. (cont'd) I 
| Set No. 44—45 rpm a + coder yy Set No. 63—78 rpm | 
No. 23 *(untimed, w 
| Dept. TS-3,170 Broadway, 4 secerdo—G1.J5 en. on i co 3 records—$2.00 ea. i 
DO No. 13. 100 & 110 () No. 25. interruptions & (No. 7. 110 & 120 
| New York 38, N. Y. OMe. 14. 110 & 120 F) No. 26. insertions). No. 8. 120 & 130 | 
No. 15. 5 al No. 9. 5 
I No. 16. 120 & 130 0 preenaty -_ 9a C) Compiete Set—$5.25 ! 
indi j i C Complete Set—$5.75 et No, 50—45 rpm 
| Please send me the records indicated. On arrival I will pay & cama tt on, a ae ; 
i price indicated plus COD and handling charges. I must be [- oe Lega! Dictation 78 rpm. Includes 9 
yI g | Complete Course on D No. 31. 80 & 90 records, all different l 
| delighted or may return record(s) in 10 days for full refund. fe. te een | Gia 88. 90 & 100 business letters from 
| 60 to 130 wom Contains o oe. 3s. 380 & i S ~ he 4 314.50 ! 
. No, 34. 110 & 120 m plete 00. 
rity 0 I enclose full payment now, please ship records postpaid. | {5 ,jecerds. 118 different | 5 Complete Set—$5.75 
25,000 words—dictated Set No. 51—45 rpm 33'/, L.P. $5.00 ea 
! NAME by 5 instructors. 4 records—$1.75 ea. t 
0000000000 000000 000000000000 00ceeeseeens 1000000000000 00 0080000000 0000See ee eSeCeeeeseeces eo eeeeecoesoeesessoesseesoooesoeesseeecooosesoes Complete $19.50. Medical Dictation Set Ne. 71 33'/, uP 
Oo No. 35. se & dt 2 records—$5.00 ea. 
NO, . 
FTI, cssesccscsexcezsssessccoqnverscntoceesesssmvecnsenspasannennenncoesetagasesnnpecseneassiseesiesciessastisesedsatenstunenssensiantnateesnesaniossases Set No. 45—45 rpm 0) No. 37. 100 & 110 © No. 1. 60, 70, 80, 90 
| 4 records—$1.75 ea. 1 No. 38. 110 &\120 OQ No. 2. 70, 80, 90, 100 | 
; | env sous ovens Brief Forms & Phrases OC Comptete Set—$5.75 OC Complete Set—$8.75 I 
— A a — oe Se SS ; 
coveece 0 No, 17. 40 & 60 
B Ne 18 90 a 
vie r ° 
; ORDER COMPLETE SETS AND SAVE UP TO 18% 2%. 8. & 5 Set No. 61—78 rpm 2 recorde—$5.00 00. = 
jm le Set 5.75 3 records—$2.00 ec. 0 No. 3. 90, 100, 110, 120 
l 4 oe © No. 1. 60 & 70 O) No. 4.106, 110,120,130 8 
5 R.P.M. $1.75 each ON 2. 70 & 80 NO, %. ° ° ° 0 
I not Se CO Complete Set—$e.75 I 
Set No. 41—45 rpm Set No. 42—45 rpm Set No. 43—45 rpm Set No. 46—45 rpm O Complete Set—$5.25 Co 
4 records—$1.75 ea. 4 records—$1.75 ea. 4 records—$1.75 ea. 2 secondo 62.75 on. Set No. 62—78 rpm LJ yee ye 
O No. 1. 60 & 70 O No. 5. 80 & 90 ONo. 9. 100 & 110 . 3 records—$2.00 ea. play records, over 3 hours 
! DO No. 2. 60 & 70 0 No. 6. 80 & 90 OO No. 10. 100 & 110 D No, 21, 80 (N. ¥. State No, 4. 90 & 110 different business letter ] 
| 0) No, 3. 70 & 80 O No, 7. 90 & 100 OO No. 11..100 & 110 0) No. 22. 80 Regents DO No. 5. 100 & 110 dictation in speeds i i 
O No. 4. 70 & 80 0 No, 8. 90 & 100 O) No. 12. 110 & 120 tests) O No. 6. 100 & 110 from 60 to 130 wpm. 
| CO Complete Set—$5.75 0 Complete Set—$5.75 ( Complete Set—$5.75 C Complete Set—$3.00 O Complete Set—$5.25 Complete $16.50. I 
Co 
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Turn on today’s Smith-Coro 
Electric, and instantly you 
one of its many features. Its 
Signal Light gives immediate 
and positive on-off indication. 


Aa: * The special Keyboard Slope 


and slightly slanted keys give 





ef 
. unmatched typing comfort. Each 
key cushioned to prevent flat 


feeling and give livelier touch. 


Let us show you 


THE WORLD'S FASTEST 
ELECTRIC 
WITH THE WORLD'S soubed icant within te 


keyboard area. Result: No waste 


motion, less chance for error, 


FINEST FEATURES and faster, easier, tt ping 





Exclusive Half Spacing—easiest, 
and simplest method of error 
control. It permits corrections 


without time-consuming (and 





costly) total retyping of a page. 





Every Smith-Corona_ Electric 
feature is designed to bring you 
the finest possible typing — at 
a speed faster than that of any 
other typewriter in the world. 


SMITH-CORONA ELECTRIC 


TODAY’S SECRETARY 





“WORDS, WORDS. WORDS... 
the story of my life,” laughs 
Floranna Walter. In her 

job as secretary to top-flight 
author, Jim Bishop, she deals with 





“Hundreds and Thousands Of Words.’ 


But what more could a would- 
be journalist want? “I love 


it,” she reports. 


WORDS GO INTO LETTTRS, 
too. In “The Art of Letter 
Writing,” Jacquelyn Wentzell 
starts you on the way to 

putting the right words 

in the right places—the 

happy result, sending the 

kind of letters you'd like 


to receive. 


SOMETHING SPECIAL 

for this month’s fashion 

pages. The Kenneth Model 
Agency puts on fashion shows 
for business-girl groups, gave 
one recently for the employees 
of Standard Vacuum Oil Com- 
pany in White Plains. As a bonus 
they photographed the clothes 
especially for us—to give 

you a preview of what’s new 
and exciting for spring. Our 
first thought after seeing 

the show: the chemise is 

here to stay—at least for ’58. 
Second thought: it can look 
pretty, if you’re the type. 


March, 1958 


TODAY'S 
ECRE TARY 


MARCH 1958 Volume 60, No. 


® Departments 

ASK THE EXPERTS, 6 

NOTES AND QUOTES, 9 

HOW TO: PREPARE TABLES AND CHARTS, ll 
SECRETARIAL BOOKSHELF, 12 

VIEWS FROM THE FRONT OFFICE, 13 

THE HUMAN SIDE: THE INDISPENSABLE GIRL, 18 
WORDS CAN BE TEASERS, 32 

PLAN YOUR PRACTICE, 41 

OFFICE SHOPPING CENTER, 46 


® Features 

HUNDREDS AND THOUSANDS OF WORDS, 15 
THE ART OF LETTER WRITING: PART I, 20 
DESIGNED FOR DICTATION, 23 

A MATTER OF RECORDS, 29 

EXTRA! EXTRA! 31 


® Fashions and Beauty 

GOOD LOOKS COVER, 33 

SPECIAL FOR SECRETARIES, 34 

THE CLEAN FRESH LOOK FOR SPRING, 36 
TODAY’S SECRETARY GOES SHOPPING, 38 


® Shorthand 

JEWELRY TERMS IN GREGG SIMPLIFIED, 22 
WANTED: SECRETARY TO GENIUS, 26 

NO GOOD REASON, 30 

FLASH READING: ON HUMAN NATURE, 40 


® Secretarial Skill Building 

SHORTHAND PENMANSHIP: JUNIOR AND SENIOR OGA TESTS, 42 
TYPEWRITING ARRANGEMENT: JUNIOR AND SENIOR OAT TESTS, 43 
TYPEWRITING SPEED: COMPETENT TYPIST TEST, 44 
TRANSCRIBING SPEED PRACTICE, 45 





ON THE COVER: Sure sign of Spring 
a pretty new hat. Here—a white 

straw cloche, gaily swept to one 

side, wearing a topping of soft 

pink flowers. To wear just about 

anytime you want to garner com- 


pliments. A John Frederics Charmer. 





SUBSCRIPTIONS: Send subscription correspondence and change of address to 
Subscription Manager, Topay’s secretary, 330 W. 42 Street, New York 36, 
N. Y. Subscribers should notify publication promptly of any change of address, 
giving old as well as new address, and including postal zone number, if any. If 
possible, enclose an address label from a recent issue of the magazine. Please 
allow one month for change to become effective. 


Postmaster: Please send form 3579 to Today's Secretary, 330 W. 42 St., New 
York 36, N. Y. 




















ELEANORE KING, 


Beauty Adviser to 83,000 Women, 
invites you to accept this 


PRR LP LL 


co. 2S 
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Can You Pass This Test? 


Your —— 


Answer: 


Om 


De you receive a compliment 
every day? 


Are you afraid to meet new 
opie? 


CO 
Z 


Dees your date ever take 
J 


you for granted? 


Are you self-conscious when 
passing a crowd? 


o- yon at ease in open 
ng conversation with a 
stranger? 


Do you find it difficult to be 
the gracious hostess? 


De you make a good first 
impression? 


Are you frequently invited 
out to dinner? 


De you get a peck instead 
of a kiss? 


Do you feel your true seif 
really gets across to others’ 


oooooooo 
RFERREBRae 


If your score is not what it should be— 
then Eleanore King can guide you to 
greater personal happiness. She can 
show you how to emphasize your indi- 
vidual appeal, how to obtain a lovelier 
complexion, how to maintain a_ siim, 
youthful figure. how to cultivate 
voice and conversation, 
other pointers that can 
whole outiook on living Send coupon 
below for your free-trial copy of ‘*Guide 
to Glamor,’’ today. 





ELEANORE KING’S 


WIDE TO GLAMOK’ 





— Trial Invitation 





“Please accept, with my compliments, a copy of ‘Guide 
to Glamor.’ Start using its up-to-date glamor tech- 
niques for 10 days FREE. See how you become more 
attractive, more desirable, with these easy-to-follow 
directions. Just fill in coupon and mail. 


E Prema ny. 
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Now, without spending long hours in tedious exercises, 
you can acquire a glowing complexion, lovely curves, 
a slimmer figure, more radiant hair, attractive legs 
and ankles—plus a personal charm and self-confidence 
that will carry you through every social situation. 


Tested Short-Cuts to a More Appealing YOU! 


Eleanore King makes no extravagant claims of chang- 
ing you into a goddess overnight. Instead she gives you 
scores of the concrete, practical techniques she has 
used so successfully in her own classes, to teach over 
83,000 women of all ages the secrets of attractiveness. 
The wonderful methods you get in GUIDE TO 
GLAMOR are so easy to master! While doing house- 
work, shopping, or chatting with friends—or while in 
the office on the job—you'll find yourself absorbing 
these marvelous short-cuts to a more appealing YOU. 
They will become a living part of your personality 
almost before you realize it. 


Just a Few of the Benefits You Gain: 


Your Face 
How to have a clear silky com- 


plexion. 

What to do for crow's feet and 
— 

Ho get rid el _taetly 


ade nes aie pimp 
How to prevent = ‘eliminate 
"when 


your face 


breaks out. 


Your Figure 

How to siim down unattractive 
bulges 

How to give yourself a youthful 
and — ant bust lin 


How to — _\ideaeeain and fill out 
your 

How to a aderize your bust, 
waist, hips, thighs. 

Your Walk 

How to get a graceful rhythm in 


your al 
How not "e wiggle. 


Your Legs 


How to sienderize your legs. 

What to do for thin rane. 

What to do for bow 

How to eliminate unsightly mus 
cle 


Your Posture 


How to = an appealing 
‘youth lin 

How to streamline your figure 
throuch postu 

How to get upper r body control. 

How to get lower body control. 

weet to do with your hands and 
eet. 


Your Hair 


Finding the hair style that flat- 
ters your type 

How to get a soft sheen in your 
hair 


Your Clothes 

i“ to wear to look taller or 
8 rT. 

How to _ large hips. 

What colors make you more en- 


ticing. 
Practical tips on planning your 
How to avoid overdressing. 


Your Conversation 


How to overcome shyness: 
How to be a gracious hostess. 
How to fit into any gathering 
with ease. 
Things to avuoid in conversation, 
ow Be make pleasant small 
talk. 








READ WHAT OTHERS SAY: 


Very compact and helpful: 
helps which | can understan 


Ruth Martin, Judson College, Marion, Ala. 


it is an excellent and practical guide for 
the average woman who wishes to beautify 
herself, by herself, at home. 

Charlotte Ward, Franklin, N. Y¥ 


One of the most interesting | books 1 have 
h So thor. 





° 
ha ses of beauty cul- 
oo, Repertant to a per- 


Mildred Ingle, 219 N. E. 5ist Street, 
Miami, Florida 


best, most practical, and 
ks on charm | have ever 


One of the v 
most complete 
read. 
Doris Demin 
Hastings, Michigan 


isn't a Free Trial Unusual 
on a Beauty Book? 


Yes. But this is an unusual book. We're so 
positive that it will guide you to new 
glamor; and reveal the ‘*how-to'’ of attrac- 
tiveness, charm, and allure. that we're 
sending out thousands of copies on a 10- 
day FREE examination basis. So. to be 
sure of yours. mail coupon now. 


4 


ONE book with all 


=: FREE TRIAL COUPON — 
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Nothing Else To Buy 


no appliances, no additional material of any 
kind—everything you need ome more charming and 
desirable is contained in this big 812” x 11” book, with its 
dozens of “‘how-to-do-it"’ illustrations. And—best of all—you 
can test Eleanore King’s tried-and-proven methods in the 
Privacy of your own home—without a penny of cost. 


By mailing the coupon below you can examine GUIDE TO 
GLAMOR for 10 full days, free, without any obligation to buy. 
If for any reason you don’t want to keep the book—simply send 
it back and pay nothing. Mail the coupon right now for your free 
examination copy! 


No cosmetics, 


PRENTICE-HALL, INC., Dept. 5886-D1 
Englewood Cliffs, New Jersey 








Please send me Eleanore King’s home course in beauty. poise 
and charm, GUIDE TO GLAMOR. After giving it a sincere trial 
for ten days, if I am not satisfied, I may return the book to you 
and pay nothing. Otherwise I will send only $1.95. plus a few 
pennies for postage and packing, and $1.00 a month until the low 
price of only $4.95 is paid. 
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Address 
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IT’S NEW! 


The Verifax 
Bantam 
Copier... 


ONLY $QQ 50 / 


A LIGHT, CAPABLE “ANY JOB” COPIER AT THE LOWEST PRICE OF ALL! 


N UNHEARD OF low price for an type paper, card stock, printed office 
A office copier! About half the forms—front and back, if you wish. 
price of other “low-cost”? copiers! Makes translucent ‘“‘masters’’ for 
Yet the Bantam gives you all the — whiteprint machines—even makes 
extras of Verifax copying, does jobs _—_an offset master in 1 minute, using 
other copiers can’t touch! low-cost adapter. What’s all- 
Makes 5 completely dry copies of | important, too, your Verifax copies 
are accurate and complete. All types of 


pencil and ink writing—even pur- 


any document in 1 minute for 24 ¢ 


each. Makes copies on white bond- 





EASTMAN KODAK COMPANY 








Company 


eeeeeeeeeess «s MAIL COUPON TODAY:+++c***eee88 


Business Photo Methods Division, 343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send folder describing Verifax Bantam Copier 
and savings it makes possible. Also names of nearby dealers. 


Name Position 


plish spirit duplicator copies—are 
reproduced as readily as typed data. 
The new Bantam is a snap to oper- 
ate, and, despite its low cost, as fool- 
proof as an office copier can be. Mail 
coupon ...or phone Verifax dealer 
for free demonstration. (Check Yel- 
low Pages under “photocopying” 
or “duplicating” machines. ) 


Price quoted subject to change without noti 


Yerifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 










231-3 








A completely different copier— saves Sent 





hours of typing and checking—gives you 
5 dry, ready-to-use copies in a minute. City State 
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Here it is, Miss Secretary—the typewriter 
you have always wanted. Your kind of 
typewriter—combining quality, durability, and perfection 






all in one. Test its smooth reaction to your touch, Thrill 


to its smooth operation. Every worth-while 
feature for easier typing is standard equip- 
ment on Olympia. You will like its auto- 
matic paper injector, automatic tabulator 
clearance, and many other aids. This is 
your typewriter. And “the boss” will like 
it, too, because it means years of trouble- 











Writes BEST of oll... 
Becouse it’s built BEST of oll. when needed. 












free service—always ready to go to work 





OLYMPIA DIVISION inter-conTiINENTAL TRADING CORPORATION ne)s 
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NEW YOR G&G. WN. ae 





ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
ony SLID 






Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO., Dept. TS-3 


2607 North 25th Ave. ® Franklin Park, Ill. 
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makes 


NEAT 
ERASURES 


RUSH- 


=F YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
.¥ 1068 S. Clinton St., Syracuse 4, N. Y. 














Ask the 
Experts... 





@ Our irregardless file for letters is ex- 
panding with each mail call! We're 
overwhelmed by the number of readers 
who study the column so faithfully and 
who caught the editors with their blue 
pencils in mid-air. (For those of you 
who weren't looking, we slipped irre- 
gardless into the January column.) Our 
apologies to you and Miss Hutchinson. 

Man, we got learned a lesson, like! 
And we ain't never gonna use the word 
no more—irregardless of how hard you 
all search for it! 


Quotes from our expert readers ... 


... Your magazine is one of the best of 
its kind, and it is consoling to know that 
human errors do exist—just “Ask the 
Experts.” 


... From what whole cloth did you man- 
ufacture the word irregardless? 


-It will be interesting to know how 
many letters you get about this. (To 


date—87. ED.) 


.1 suddenly found myself staring, in- 
credulously, at something ] saw on the 


page. 


...Cheer up; [ let unrelentlessly get by 


me in a manuscript I was working on. 


... however, I couldn't resist comment- 
ing in a friendly way on the column this 
month where the expert favors the con- 
servalive use of the subjunctive mood in 
the attached clipping I have marked. 


... It has always been my understanding 
that nobody (unless you count Li'l Ab- 
ner) uses the word—which is no word— 
irregardless. 


...Were you being facetious (doubtful), 
or was it one of the rare mistakes found 
in TODAY'S SECRETARY? 


... 1 was shocked and amazed! 


TODAY’S SECRETARY 


Business English ..... E. Lillian Hutchinson 
Secretarial Practice .. Madeline S. Strony 


Business Law........ R. Robert Rosenberg 
Bookkeeping ......... J Marshall Hanna 
Typewriting ......... Alan C. Lloyd 
Business Arithmetic ..Vivian W. Kline 
Pre Charles E. Zoubek 
PS ee re \V. Mae Sawyer 





Q. Please tell me the correct verb to use 
x 
in the following sentence: Only 26 each of 


the items (was, were) transferred. 


{. In the sentence you give, each is an 
adjective qualifying the preceding noun, 
26. which, of course, is plural. The sub- 
ject requires a plural verb. 


QO. What kind of pens do you use to write 
j 
the Gregg shorthand characters in your 


manuals and magazines 7? 


{. For our “plate” work, we use an 
ordinary steel point inserted in a pen- 
holder. The point is dipped in special 
black ink. It is not possible to use a foun- 
tain pen, because this special ink does 
not flow. In addition, regular ink is not 
black enough to give good reproduction 
proofs. As you can understand, however. 
the steel point is not practicable for 
everyday writing. 


Q. When my boss is out of town, he oc- 
casionally relays certain information to me. 
I. in turn, must put the information in a let- 
ter to a customer. What is the proper way to 
sign such letters? The content is his, but 
the composition is mine. 


A. It is acceptable for you to sign your 
own name in such a case. Beneath your 
signature you should type: “Secretary to 


Mr. Blank.” 





Q. Should every family have a will? My 
husband and I have the usual possessions 
of any average family—home, car, savings, 
and the like. In the event that something 
should happen to us simultaneously, what 
disposition would be taken toward our four 
children? 


A. Yes, every family should definitely 
have a will. In the event of the parents’ 
dying intestate (without a will), the real 
estate passes to the children, who share 
equally. The personal property is applied 
by the administrator (person approved 
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—FOTO PLUS * Dept.S °* 


Rush by return mail my Wallet Photos as checked below: 

| () 60 Photos. $2 enclosed. 
C] Include my 5x7 mounted Studio Enlargement with my Wallet 
Photos. | am enclosing 25¢ (Additional Enlargements 59¢ each). 

| Enclosed is photo, snapshot or negative, to be returned unharmed 


C) 25 Photos. $1 enclosed. 








FOR ONLY 







We pay postage — 
no other charges 








we 






Beautifully printed on expensive-looking 
silk finish, double-weight studio paper 
with panel edge — perfect as gifts to 
classmates, friends, relatives...for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 photos 
from one pose — or $2 for 60 photos. 
Order NOW — from the largest mail 
order photo studio in the East. Satisfac- 
tion and quick delivery guaranteed. 








BOX10 * NEW YORK 1,N.Y.—— — 


WANT A 5x7 STUDIO 
PORTRAIT 


Enlargement 
with wallet order ? 


only 2? 5 extra 





mounted in Exhibition 
Easel Frame 





| NAME 
(Please Print) 
| ADDRESS 
| cory —_ ZONE___STATE_________— 





(0 Check here if you 
desire 5x7 offer 











NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
15 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplified published 
in Today's Secretary, we have secured a 
limited supply of reprints. Each list of 
terms has been printed on an 8'2 x 11 
sheet of quality stock. Prices are as fol- 
low s. 

Single copies—25 cents each 

10 to 50 copies—20 cents eac h 

Over 50 copies—15 cents each 

Complete set of 15—$2.50 


Cash or check for full amount must ac- 
company order. 


Reprint Department 

Today's Secretary 

330 West 42 Street, New York 36, New York 
Please send me copies of each of the 
reprints | have checked below, for which | 


enclose payment of $ 


Atomic Energy Chemical Electronic 
Banking Electrical Construction 
Import-Export Legal Aviation 
Radio & TV Oil Contract 
Agricultural Medical Insurance 


Complete set of 15 
Name 
Address 
City 


State 











For Successful Secretaries 
—and those “‘on the way up”’ 


Easier, faster ways to handle every- 
day secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 
and the better job you want 
Here is the most complete guide 
for secretaries ever written! Gives 
you 1-2-3 answers on every con 
ceivable office question, Helps you 
develop your judgment and self-re 
liance in handling independently 
any job assigned to you, 


Complete 
Secretary's Handbook 


by Lillian Doris and Besse May Miller 


Examine (0 days free! See for yourself how this Handbook 
can help you win greater confidence from your employer 
greater prestige from your associates, put you in line for 
promotion and bigger pay. Check up on helpful points like 
these 





How to set up a *‘foolproof’’ reminder system 
How to act for your employer when he is away 
How to make smooth travel arrangements 
How to write tetters without dictation 

How to attend to social obligations 

to keep track of empioyer's financial affairs 
How to maintain friendly client retations 

How to setect vour office wardrobe 

How to handie your iob and yourself with 
polish and poise 

How to avoid neediess overtime work 


© eeeceeeeee 
z 
7 
z 


Prove to your own satisfaction that this is ‘‘the most use 
ful book a successful ecretary can own''! Send coupon 
wclow to get your copy for 10 days’ free trial 


bel« 
‘SECRETARY'S DESK GUIDE TO PUN‘ 
TUATION AND SPELLING WORD DIVI 
SION AND HYPHENATION,’ yours as a 


gift when you mail coupon below 


Engiewood Cliffs, New Jersey | 
Send me the ‘‘Complete Secretary's Handbook’’ for 
Free Examination After 10 day I will either remit 
$4.95 plus a few cents for postage and packing. or 
return the book and owe nothing. I am also to re- 
ceive FREE a copy of ‘‘Secretary’s Desk Guide to 
Punctuation and Spelling, Word Division and Hyphen- 
ation.’’ 





a ee 


ES a 








Here’s a desk mate who takes the 
guesswork out of your job... it 
always has the right answers to 
make you worth more to your 
boss. 

Free your mind of pesky details, 
have time for things that really 
count ... it’s easy with an EVER 
READY desk calendar to organ- 
ize your everyday routine. It’s 
also a good way to get ahead 
faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 








EVER READY 


CALENDAR 
MANUFACTURING CO. 




















by the court) for the payment of debts. 
The balance remaining after the debts 
are paid is distributed among the chil- 
dren. In the event that the children are 
underage. a guardian would be appointed 
by the court to defend their interest. Re- 
member, however, that inheritance laws 
often differ in the several states. 


Q. What is the proper way to address a 
letter to a widow? 


A. Socially, a married woman or a 
widow should be addressed by her hus- 
band’s name, as Mrs. John Jones. 

In business, three styles are available. 
depending on the woman’s preference as 
indicated by her typewritten signature: 
(1) Mrs. Mary Jones: (2) Mrs. Mary 
Clark Jones, which includes her maiden 
name—many professional women use 
this style: and (3) the form given above 
for social letters—Mrs. John Jones. It 
should be noted that, if the woman pre- 
fers this last form, she should sign her 
own name first. Mary Jones. Below it. she 
should type Mrs. John Jones. 


Q. What are the various systems that can 
be used for filing records of all kinds? 


A. Actually, there are only two methods 
or arrangements for indexing and filing 
records of all kinds in any office. includ- 
ing orders, invoices. checks, correspond- 
ence, and cards of varying sizes and 
kinds. The two methods are: 

(1) Alphabetic—by name of individ- 
ual or organization, by subject, and by 
location. 

(2) Numeric—by name of individual 
or organization and by subject. An index 
arranged alphabetically is necessary with 
any numeric arrangement. This index 
must be consulted to ascertain the num- 
ber under which to file or find papers. 


Q. How does a college professor properly 
sign his name to his correspondence so that 
the recipient will know that he holds a Ph.D. 
degree? 


A, \t is quite permissible for the holder 
of a Ph.D. degree to add that abbreviation 
to the typed signature that customarily 
appears below the pen-written signature 
—the information is often of interest to 
the recipient. 





We invite you to send us any 
questions that you have pertain- 
ing to Business English, Type- 
writing, Business Law, Secretarial 
Practice, Business Arithmetic, 
Filing, Shorthand, or Bookkeep- 
ing. Your questions will be 
answered by our experts in a per- 
sonal letter and also in this col- 
umn. In the column, only ques- 
tions and answers will be used— 
no names will be mentioned. 


























> 
With 8By\ 
SEA FOAM 


Days don’t have to drag. You 
don’t have to jumble piles of 
paper, fumble in file cabinets, 
lose your temper over creased 
or faded file copies. Simply 
say Sea Foam next time second 
sheets are ordered. Sea Foam 
is strong. Snap it. You'll see. 
Handles easier. Lies perfectly 
flat. Files faster . . . thin, com- 
pact and specially manage- 
able. Erases smoother, cleaner, 
quicker. Channels easier.Seven 
colors for easy direction. 


Say Sea Foam .. . the 
second sheet that’s speci- 
fied first in better offices 
across the country. 
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Write for Samples, Dept. T-3 


SEA FOAM BOND 





BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 
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Sugar or Cream?...-The coffee break continues to 
gain popularity. In 1957 more than 7 out of 10 
workers Sipped steaming cups on company time, 
making a grand total of 27 million. Of these, 


ey say 
8 million had breaks twice a day, 15 million had 


sat f ht. HOW 


h 
; ers j don't CO Gest sights Os, 
morning breaks only, and 4 million received after- it was | our €y" 
noon breaks. The cost in missed time has been equtiful form av 
‘ rising, too, and many companies are now installing our hair ual Secre 
om coffee-vending machines in an effort to conserve surely ba perfect wife 
time and still quench employees' thirst. jl) make ; 
Lov ’ 


Scientists Need Incentive....Two groups of industrial 
research scientists were surveyed by the American 
Management Association recently. More than half ex- | ps. - helps: 
pressed dissatisfaction with their salaries, while sERSTIE 
only 15 per cent felt they would work with more 
enthusiasm if their salaries were raised. Indications 
point to the interest in higher pay as representing 
a desire for higher status and recognition. The 
solution, according to the scientists themselves, 
seems to lie in offering bonuses, royalties, com- 
missions, and opportunities for publication. 








We don’t guarantee 
romance—but we do 
promise that you'll be 
a better Secretary if 
you use A.W.FABER 
ERASERSTIK, the pen- 
cil-shaped, white pol- 
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Working Families Increase....There are some 10% 

million double-income families in the United States <| ished beauty a lets 
(almost a fourth of all families). The rise is at- i egg lisnes ae 
tributed in part to the earlier marriage rate-- Mol 
WwW 
VY) 
IT 
am 
#8) 
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ies} 
ma 
re 
= 
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. gle letter without blur- 
girls at the average age of 20 years and men at 23. ring rest of the word. 


Pick up a few at your 
Stationer today. 


Help for Hypertension....Good news for the 5 

million hypertensive cases in the country (among 
them a steadily rising proportion of businessmen) 
is the discovery and development of a new drug, 
chlorothiazide. Clinical tests at the VA Hospital 
in Washington, as reported by Business Week, indi- 


Which point 
do you prefer? 


TIK 










MEDIUM or AVERAGE 
THIN or BLUNT 





‘ cate it can reduce blood pressure by an average 
of 27 per cent (older drugs average 11 per cent). ERASERSTIK gives 
you your choice 
CPS NEWS. Next examination to be held May 2 and 3. Point it with any 
$ : . mechanical or hand 
This year, arrangements are being made for Canadian 


sharpener. 
secretaries to qualify for the degree, too....THE 


U.S. CENSUS BUREAU reports that 1 in every 20 
workers is “moonlighting,” or holding down two jobs. 
A hardy 100,000 are somehow managing three!... iF | 


AW. Faser GRASER 











RADICAL CHANGES PREDICTED for the typewriter in its 
future role in office automation. Celebrating the ; 
production of the 10 millionth Royal typewriter, With brush 20¢ Without brush 10¢ 
the Company's president predicted machines of tomorrow ar ae -cBge 0 a gg ge 
may print whole lines at a time, faster than the eye typewriting. 

can follow....THE ADDRESS of the International Co-op- 7066 and 70668 for those who 
eration Administration mentioned in January (re: over- prefer a soft, red typewriter eraser. ~ 


seas jobs) is: Recruitment Branch, Washington 25, D.C. 





AW.Faber-Castell Pencil Co. Newark 3, N. J. 
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announcing the new 


Super NYLEX 


typewriter ribbon with BAN-LON* 
...to create lasting vmpressions 
for any office 










The incomparable L 


LASTING IMPRESSION 


The incomparable L 


LASTING IMPRESSION 


The incomparable L 


LASTING IMPRESSION 





A totally new typewriter ribbon, with patented == [77 "27a emmnenrnnnn eee 
“crimped weave” construction, creates thousands 


1 
of “metered flow” ink reservoirs within the ribbon, 
permitting only a controlled amount of ink to be ; 
released with every strike of the type bar. The 
result: clean, sharp type impressions, a fashion- 
able dark write and up to 40% longer ribbon life. 
Only Super NYLEX with Ban-Lon can make this 
possible. For further information fill in the coupon. 


DIVISION OF SPERRY RAND CORPORATION 
Room 1375, 315 Fourth Avenue, New York 10, N. Y. 


*BAN-LON is a registered trademark of Jos. Bancroft & Sons 
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Prepare Tables and Charts 


BY 


PEGGY NORTON ROLLASON 


(Number Seven of a monthly series on how to handle special, once-in-a-while jobs. Suggestion: Keep these 


pages in your oun “Hou 


@ | dont mind admitting that this is 
a “once-in-a-whiler” | have been dodging 
for months now—ever since the editor of 
TODAY'S SECRETARY and I drew up a 
guide list for this series last June and she 
slipped it in when I wasn’t looking! 

I will concede it can be a vitally im- 
portant job and, as my Effective Secre- 
tarial Practices (by Beamer, Hanna & 
Popham, South-Western Publishing Co.) 
says so succinctly: “The secretary who 
has the ability to take masses of unim- 
aginative figures and organize them into 
tables and graphs that make direct declar- 
ative statements with dramatic and vivid 
simplicity is of exceptional value.” 

If you feel as I do, don’t panic when 
your employer announces some fine day, 
“You know. Miss Blank, I think the in- 
formation in this report might be easier to 
understand if it was put in a table or 
chart. Why don’t you see what you can 
whip up for me?” Read this check list as 
a starter—and pitch right in. 

1. Exactly what is your table supposed 
to tell the reader? On this basic deci- 
sion hinges all your subsequent work, so 
be sure you know what your boss wants. 

Sales figures can be presented in sev- 
eral ways—alphabetically, according to 
the names of salesmen; territorially or 
geographically, according to their particu- 
lar areas: or arrayed in ascending or 
descending order, according to amounts. 
The method chosen will depend on the 
results desired. A simple reference list 
would be most satisfactory in alphabetic 
form. A comparison of sales by territory 
would lend itself to the geographic. A 
showing of upper and lower sales brackets 
would require the array form. 

2. Where do you obtain the complete 
statistical data? Most of it will probably 
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To” file and send us your requests for topics to be discussed in future issues.) 


come from your own company records 
kept by various departments—if you 
don't know much about them, now is a 
good time to learn. Check data put out 
by the Government, trade associations. 
periodicals, financial institutions, and 
statistical organizations. In addition read 
your own industry's trade press or busi- 
ness publications like Business Week and 
the Wall Street Journal. 

3. How do you begin to compile this 
information? Youll need large sheets 
of paper. Accountants worksheets or 
squared co-ordinate paper are ideal. If 
there are none available, make your own 
vertical lines on ordinary ruled paper. 
Pencil in one set of column headings 
across the top and other related factors 
down the side. Be sure to leave space 
for the final totals. 

Compile all your original data on 
these penciled sheets as a first draft. 

1. How do you present the data? 
There are five common ways: (a) by 
alphabetic sequence, (b) kind, (c) size, 
(d) location, (e) time. 

a) Your boss wants a table of religions 
in America, with membership, number of 
churches, annual income, and locations? 
If it’s for straight reference, do it alpha- 
betically. 

b) He needs a table of “Transportation 
in the U.S., 1955, by Kinds?” This would 
indicate airlines, railroads, bus and pri- 
vate-car figures, by units, number of 
passengers, mileage, costs, etc. 

c) He wants to know the 75 top U.S. 
newspapers? Do it by size, indicating the 
circulation figures from the largest down 
to the smallest. 

d) He wants an accounting of how the 
company s products are selling? Use the 
location listing by state and city. 


e) He needs a comparison between last 
year's sales figures and those of the year 
previous? Show them month-by-month for 
the two years. 

5. Do you know how to find averages? 
An arithmetic mean is found by adding 
the total figures (such as the year’s sales 
figures) and dividing by the number of 
items (in this case, the 12 months of the 
year), which would give you the average 
sales for each month. The mode is an 
average that occurs most frequently. The 
median is a position average (in your 
listing of 75 papers, from largest to 
smallest, find the mid-point, or number 
38, for the median). 

6. Can you use percentages to point 
up your figures? \t is sometimes easier 
to convert figures into percentages to 
make the relationship clearer. In case 
of relative percentages (used to show the 
increase in figures over a period of years), 
you must be sure to define the base on 
which the ensuing figures are worked. 

7. How do you plan the physical layout? 
After all your hard work compiling this 
data, you don’t want to lose the effect 
by a sloppy presentation, so take the time 
to pencil a rough draft. 

To find the size of your columns, pick 
out the longest line in each, count the 
spaces needed, total them, and subtract 
from the total number of spaces on your 
page. Then divide the balance of spaces 
between your column separations and the 
margins. (If the pages are to be bound, 
the left margin should be wider than the 
right—and both wider than the column 
separations.) The bottom margin should 
be wider than the top. 

8. A few typing tips: Don't forget 
to set the left margin and the tabulator 


(Continued on page 54) 
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(B “makes copies in 
“4 4 seconds” 






The “Thermo-Fax” Copying Machine 


...it’s the simplest way to copy-—try it! 


Here’s what your boss needs for your office—a Thermo-Fax Copying 
Machine. It will save him time and money while it saves you time 
and trouble. Gives you copies in 4 seconds for as little as 5¢ each of 
letters, memos, clippings, any forms you must retype or duplicate. 
It’s the world’s fastest and simplest way to make copies. Exclusive 
All-Electric process uses no chemicals or negatives. It’s quick, clean— 
completely dry. Send coupon below for details and free copy of new 
book on business communications. Or call your dealer for a practical 
free demonstration in your own Office. 


MINNESOTA MINING AND MANUFACTURING COMPANY 
s where RESEARCH is the key to tomorrow 


encoucr On 
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jThermo fax 


COPYING PRODUCTS 

















; IN 4 4601 Minnesota Mining & Manufacturing Co. : 
; Dept. QF-38, St. Paul 6, Minnesota 5 
* Send full details on the dry process THERMO-FAX “‘Secretary’’ Copying Machine : 
* and my free copy of your new book, Better Business Communications. ° 
* Name : 
: Company ; 

Address ° 
. City Zone State : 
7 “Thermo-Fax” and “‘Secretary’"’ are 3M Company trademarks : 
12 
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WHAT MAKES THE EMPLOYEES in my depart- 
ment act the way they do? What can I do to 
understand and supervise them better? These 
are the type of problems that beset every 
supervisor in business today. Understanding 
and solving these problems require a basi: 
knowledge of human emotions, drives, and 
personalities as they function in everyday 
situations. “Human Understanding in Indus- 
try,” a 112-page handbook for supervisors, 
has recently been published to give this kind 
of information. Written by Dr. William C. 
Menninger, who was assisted by Dr. Harry 
Levinson (both of the Menninger Founda- 
tion), it presents a down-to-earth, practical 
view of how the human personality func- 
tions. Price, $2.25. From Science Research 
Associates, 57 West Grand Ave.., Chicago 
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HEADING FOR EUROPE? Then you'll want 
to calm pretravel jitters by consulting “Eu- 
rope in A Suitease,” by Muriel Wilson 
Scudder. It is full of money-saving advice 
on how and what to pack—plus up-to-date 
facts on clothes, passports, shopping, tip- 
ping, and car rentals. Written in a friendly, 
conversational style, this illustrated booklet 
is available from the author. Address: Abbey 
Road, Manhasset, New York—price, $1.00. 
As a further service for travelers, Mrs. 
Scudder also stocks many hard-to-find items 
(from folding tooth- 
brushes) so that her readers may order use- 
ful equipment through the mail. 


shoulder bags to 


USING A NEW TECHNIQUE of integrated 
words and pictures called “scriptography.” 
a booklet on home lighting draws on cur- 
rent lighting data from industry sources. 
Entitled “Light Up and Get More Fun Out 
of Life.” this 16-page, 2-color scriptographic 
booklet contains dozens of ideas for indoor 
and outdoor lighting, defines the basic tech- 
nical terms, and provides a chart for making 
home lighting surveys—among other in- 
formation. If you're in the process of furnish- 
ing your apartment or home, you'll find it 
very useful. Available from Channing L. 
Bete Company, Inc., Greenfield, Mass. Price, 
15 cents. 


TO THE LADIES: Think about your prob- 
lems instead of worrying about them. Such 
is the suggestion of “Needlepoints,” a book- 
let that describes and helps point the way 
to the solution of some of the everyday ten- 
sions in a woman’s life. Each area that 
causes tension is illustrated with a cartoon 
to bring smiles that relax worries. The hope 
of the publisher of this booklet, The Con- 
necticut Mutual Life Isurance Company, 
(Hartford, Connecticut) is that it will “help 
you to understand yourself, your family, and 
your neighbors.” Copies may be obtained 
free of charge. 


TODAY’S SECRETARY 


VIEWS FROM THE FRONT OFFICE ON... 


Loyalty 


A monthly column featuring top executives’ 


views on various office situations 


THOMAS WAIT, Personnel Director, American Photocopy Equipment Company 


CATHERINE R. READY, Assistant Director, Educational Service Department, Bristol-Myers Company 


RAY JOSEPHS, Author and Public Relations Consultant 


“TO BEGIN WITH,” we asked this month’s 
panel members, “what kind of loyalty 
should a secretary have toward her job 
in general, her boss, and her company?” 

Thomas Wait, personnel director at 
APECO, expresses his answer to the first 
part of this question thusly: “To say 
that a good secretary should be loyal 
suggests a quiet and constant trait of 
character, closely allied to dependability. 
It is neither won nor lost overnight—it 
needs growing time. 

“Its maturing, for a loyal secretary, 
consists of drawing a line beyond which 
she will not go in the normal routine of 
‘grousing, griping. and loafing—some of 
which are to be expected in any office.” 

Regarding loyalty to her boss, Ray 
Josephs, author and public-relations con- 
sultant, says, “She doesn’t divulge con- 
fidential information about her boss’ 
activities because she knows that this can 
lead to complications. She doesn’t run 
down her boss when she’s in a bad mood 
or when things aren't going just the way 
they should, for this only reflects on 
her own integrity. She doesn’t take ad- 
vantage of her boss by keeping late hours 
or overstaying her lunch hour, for these 
are forms of disloyalty and show a lack 
of responsibility.” 

Catherine Ready. assistant director of 
the educational-service department at 
Bristol-Myers, gives her thoughts con- 
cerning company loyalty: “A good worker 
can show her loyalty to her company by 
believing in its products and services, by 
supporting her company in the caliber 
of work she turns out, and by expressing 
her company loyalty to her friends. 
Learning company policies and abiding 
by them is a positive expression of 
loyalty.” 

Although we have quoted separately 
from each executive, these statements 
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summarize all three panel members’ con- 
victions on the kind of loyalty a secre- 
tary (or any other office worker, for that 
matter) should have. They all agree that 
loyalty and its importance to the com- 
pany and to the secretary’s job cannot 
be understated. 


“THERE IS SUCH A THING as the ‘over- 
zealous company girl,” warns Thomas 
Wait. “She mistakes overaggressiveness 
for loyalty and soon earns for herself 
titles such as ‘eager beaver’ and ‘apple 
polisher. The rest of the staff will re- 
sent her and even fear that her own 
anxiety to make a good impression might 
lead her to tell tales about them.” 

Again, as in all other phases of office 
work, a keen sense of proportion is re- 
quired. Not only this, but a sincere and 
honest showing of loyalty can eliminate 
any chance of perpetuating any kind of 
“name-calling.” Fellow workers can sense 
sincerity—they are quick to recognize 
and accept its absence or presence in a 
person. 

“Fear of expressing any diverse opin- 
ions because of possible criticism from 
her boss or co-workers is a form of ex- 
treme loyalty,” explains Ray Josephs. 
“Not standing up for her own right to 
keep fairly regular hours and not become 
the office ‘patsy’ for all overtime work 
or lunchtime chores is another. These 
are all damaging to her own self-respect, 
her reputation, and her sense of well- 
being.” 

Ending the discussion, Catherine Ready 
says, “A loyal secretary should also be a 
well-rounded person with plenty of out- 
side interests. The girl who would rather 
work in the office night after night than 
compete in social life is not living a full 
life. She is shortchanging herself and her 
company.” 
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appearance 
always 
counts 


AT THE SKEET CLUB... . the cos- 
tume you've chosen must be correct. 
That's why you selected it. 


IN YOUR TYPING. : . appearance 
is the big consideration, too. That's 
why secretaries who want their cor- 
respondence crisp, clear and correct 
select Columbia Ribbons and 
Carbons! 
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Columbia RIBBONS AND CARBONS 


CLASSIC* SILK GAUZE* MARATHON* COMMANDER* 
PINNACLE* RAINBOW* DH&D* TITAN* 


®Trade-mark Keg. U.S. Pat. Off. COLUMBIA RIBBON & CARBON MANUFACTURING COMPANY, INC., GLEN COVE, N. Y. 
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YCENE: a _ sun-filled, boo- 

lined office in a charming 
pink beach house halfway be- 
tween the Atlantic Ocean and 
the Shrewsbury River in Sea 
Bright. New Jersey. Facing 
each other, at a huge custom- 
built double desk. sit boss and 
secretary typing almost in uni- 
son to the rhythm of something 
by Jerome Kern. Talking over 
the loud. clear tones of the hi-fi 
phonograph, the secretary 
speaks: 

SECRETARY: Lunch ought 
to be ready soon. 

BOSS (not skipping a beat) : 
Fine. 

SECRETARY: We're having 
broiled cat’s ears with arsenic 
sauce. 

BOSS (nodding to the 
rhythm): Great. 

SECRETARY: And then I’m 
leaving for a two-year vacation 
in Tibet, all expenses charged 
to you. 

BOSS (still mumbling): 
Swell. 

Five minutes later, the boss 
flips the newspaper column he 
was writing out of his type- 
writer, glances at it briefly, and 
flips it across the desk to his 
secretary. 

“Ship it out,” he says. Then 
he flips. ““What’s this about cat’s 
ears ... arsenic? Did you say 
Tibet? 


Two typewriters— 
lots of music. 
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by Rollie Hochstein 


Hundreds and Thousands 


of Words 












The boss, whose powers of concentration this little dia- 
logue illustrates, is Jim Bishop. The column he has just 
run off will, in a few weeks, turn up in 80 newspapers 
under the title, Jim Bishop: Reporter. His books, includ- 
ing The Day Lincoln Was Shot and The Day Christ 
Died, have made him a long-termer on best-seller lists. 
TV adaptations, serializations. and syndications have 
brought him fame, fortune, and a secretary. 

Mrs. Floranna Walter, a tall. comfortable, brown- 
haired mother-of-two, is the secretary in the case. After 
a morning at shorthand pad and typewriter, it’s true 
that she’s usually ready for lunch. But that meal is al- 
ways a conventional, though tasty, repast served up by 
Mrs. Frances Platt. the Bishops’ housekeeper. Mr. Bish- 
op. his daughter Gayle, and Floranna can enjoy it with- 
out a thought of poison or domestic animals. As for vaca- 
tions, Floranna and her family follow motorboat races. 
none of which thus far has taken place in Tibet. It’s just 
that Jim Bishop’s “Flo” is a great kidder and she knows 
she can get away with anything when her boss is writ- 
ing. 

“Whenever I want to redecorate the office.” she says. 
“or take two uninterrupted hours to proofread some ma- 
terial, | ask Mr. B. while he’s typing. That way. I’m sure 
of a ‘yes’ answer. Gayle Peggy, who’s fourteen, uses the 
same technique when she wants some new records for 
her Ricky Nelson collection. By the time her dad real- 
izes what he’s promised, it’s too late.” 

The only fly in Flo’s ointment is the fact that her boss 
works with phenomenal speed. While this limits his un- 
questioning approval of her every whim, it boosts her 
pride. For Flo combines a healthy sense of humor with 
a triple dose of admiration for her boss’ work. She de- 
scribes his working methods with something close to awe: 

“Before Mr. B. does a column, he just sits in front of 
his typewriter without making a move. He thinks 
quietly like that—for a long, long time. Then he starts 
to type, fast and steadily. He rarely stops to look back or 
cross out. In about thirty-five minutes, he stops and the 
column is finished—no mistakes and just the right length 
for publication. All I do is copy it and mail it to King 
Features in ample time to make all the newspaper dead- 
lines.” 

Floranna retypes all columns, magazine articles. and 
book material. She’s responsible for shipping all copy 
to editorial and publishing offices. Since her boss is not 
keen on detail work, she makes sure that none of it ever 
gets in his way. Yet the actual handling of written mate- 
rial is just a small part of her job. It’s the by-products 
ihat keep her busy. 


She leaves her house (across the river in Rumson. 


Facts by the bookloads 








every one double-checked. 
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New Jersey) at about 9:45 every morning. In the village 
of Sea Bright, she picks up the Bishops’ mail at the post 
office, the morning newspaper at the stationery store. and 
breakfast buns at the bakery. Over breakfast in the little 
pink house, Flo and her boss go over the mail—* Always 
a tremendous pile’”—and sort out the letters for dictation 
and those that Flo will answer herself. All but routine 
mail gets Mr. Bishop's special attention, and Flo com- 
ments, “You'd be surprised at how little of the mail is 
routine.” 

She enjoys taking dictation: “Mr. B. dictates slowly 
and precisely. He spells out names without waiting for 
me to ask and never looks askance if | want him to repeat 
something. | guess you could call him a perfect ‘dictator’ 
even though he doesn’t like to give orders.” 

This last is quite true: Jim Bishop is not a finger-in- 
every-pie boss. He’s perfectly willing, even delighted, to 
mind his own business and let his secretary take care 
of hers. He says: “Flo's the best. I needed a secretary 
who could adjust to my schedule, to my way of working, 
even to working in my home. Flo does all that. I don’t 
have to keep tabs on her. I know she'll do a fine job 
without bothering me.” 

Mr. Bishop is out of town every so often on assign- 
ment. leaving Flo and Mrs. Platt to take over on busi- 
ness and home fronts. The rest of the time. he works in 
Sea Bright with an every-other-week trip into New York. 
For such times, Flo lines up his appointments in a sol- 
dierly row, so he can accomplish all his business in one 
day. 


Meanwhile. back at the (Continued on page 50) 
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THE INDISPENSABLE GIRL 


Are YOU THE INDISPENSABLE GIRL in your 

oflice? Do you handle a variety of tasks smoothly 
and efficiently? Are you capable of dealing with what- 
ever comes up—however unexpectedly—with a mini- 
mum of fuss and confusion? Do fellow employees feel 
that they can approach you for the right answer to al- 
most any question? Most important of all, can your boss 
depend on you as his “good right hand”? 

Or . . . does the indispensability exist only in your 
own mind? Perhaps you're one of those secretaries who 
arrive promptly at nine, leave just as promptly at five. 
You do the jobs assigned to you—capably, of course 
but you don’t go out of your way to do or learn any- 
thing else. Your attitude—and it can’t help showing 
may be either the “I-don’t-care” or the “You’re-lucky- 
to-have-me” type. If such is the case, beware. You may 
think you're indispensable, but your boss and the com- 
pany won't. 

Admittedly, the secretary is living high these days. 
She’s in demand; she can take her pick of a number of 
jobs. She can leave one—voluntarily or involuntarily— 
knowing that within a matter of days she can find an- 
other. “Why should I worry?” says smug little Miss In- 
dispensable, taking a look at the want ads. “If Mr. Pres- 
cnt Boss doesn’t appreciate me, someone else will be glad 
to snap me up.” 

For the secretary who’s satisfied with a routine job 
(at a somewhat higher salary than she’s worth, we fear). 
for the secretary who's willing to go from job to job. 
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never really getting anywhere. such an attitude may be 
fine. But . . . if youre a girl who wants to go places, 
see things, meet people, then take care. The “I-don't- 
care” attitude is not conducive to getting ahead. 
Why? Because bosses don’t like it. A man who’s work- 
ing hard, branching out, accepting challenges, expects 
his employees to do the same. And from so many of 
these men I hear the same complaints on the same sub- 
ject—the irritating independence displayed by secre- 
taries who think they're indispensable when they're not. 
“My secretary will never do anything unless she’s told 
to do it.” complains one man. “Five o clock is quitting 
time—come last-minute rush memos, half-finished letters. 
or what have you,” sighs another. “I asked my girl to 
stop at the bank for me on her way back from lunch, and 
you'd think I'd asked her to work without pay for a 
year,” groans a third. And a fourth says exasperatedly, 
“My secretary doesn’t even know how to spell—and 
worse, she can’t be bothered using the dictionary!” 
She can’t be bothered . . . handling tasks on her own. 
staying overtime occasionally, doing an “extra job,” 
looking up words of which she’s doubtful. She can’t be 
bothered doing the hundred and one little things that 
distinguish a good secretary from a poor one. 


SHE’s A PROBLEM—and she shouldn’t be. For, more than 
any other employee, the secretary should help rather 
than hinder the man for whom she’s working. Her time. 
her efforts, her understanding, her loyalty and co-opera- 
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tion should be given willingly and in large measure. 
Many a man has risen or fallen on the work of his sec- 
retary—and what a secretary does for her boss affects 
her also. She will rise or fall with him. 

The wise girl goes into a new job knowing that she 
will have to adjust to the working methods of a new boss. 
There should be no question of expecting the employer 
to adjust his habits to hers, no annoying comments be- 
ginning with “In my last job...” or “I prefer . . .” So. 
in the case of the boss who likes to dictate around a big 
fat cigar or the man who brings in a rush job at 4:55 
or the employer who likes his letters typed backward. 
the good secretary proves of what fine stuff she’s made. 
She goes along quietly, does things his way, and if in 
the process she does manage to make some small changes, 
they come about so subtly that the boss thinks theyre 
his brainstorms. 

Instead of the “I-don’t-care” attitude, her whole de- 
meanor shows that she does care—about her boss, her 
job, her performance. Not for her the late arrivals, the 
extra-long lunch hours every day, the long téte-a-tétes on 
the telephone. Not for her the constant stream of ques- 
tions, the carelessly typed letter, the staring into space 
when seemingly there’s nothing to do. She acts like an 
adult, doing the best job she can because that’s the only 
way she knows how to work. And when she does happen 
to make an error or she does realize that she’s doing 
something wrong, she makes haste to correct it, knowing 
full well that some bosses hate to bother with minor cor- 
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rections. They wait till the errors mount up—and then 
quietly say, “You're fired.” 

“Ah,” you say, “how does this affect me? I think I’m 
doing a good job. There haven’t been any complaints 
in fact I just got a raise.” All well and good—but what 
are the chances of your doing a little more? 

If you're lueky enough to be an executive secretary. 
do you set a good example for others in the department ? 
Are you gracious and friendly to everyone. whatever 
their positions? Do you know the meaning of the word 
“Confidential”? Do you conform to company policies? 
Do you take over as many details as possible, leaving 
your boss free for important things? If you have an as- 
sistant. do you map out her duties clearly and explicitly 
so that she knows what she has to do without being told? 
Do you refrain from passing along obnoxious or boring 
tasks to others . . . just because you don’t feel like doing 
them yourself? 

If you're one of the so-called junior or staff seer 
taries, do you cultivate a pleasant manner with all your 
associates? Or are you one of those temperamental girls 

a cheery “Good Morning” one day, nary a word the 
next? Do you try to learn as much as you can about 
your department and the business in general? Do you 
go out of your way to help others whenever you're free 
to do so? Do you interest yourself in outside activities 
—educational and otherwise—so that you bring a well- 
rounded personality to the job in addition to your sec- 
retarial skills? 

Whether junior or executive are you willing to do more 
than your assigned job? Would you cheerfully address 
your boss’ Christmas cards—or even take over his in- 
come tax returns? Would you stay until six o'clock in 
order to tackle that filing job that you didn’t have time 
for during the day? Would you devote an hour on a 
Saturday to doing a little research on a report you're 
preparing for a company meeting? Are you a good-will 
ambassador for your boss—the type of secretary other 
bosses wish they had? 

You can justly say that some jobs do not require this 
attention to “extras.” True—if you want a humdrum. 
run-of-the-mill position. But most of us do not like to con- 
sider secretarial jobs as routine. We like to feel that sec- 
retaries are intelligent, adaptable people who can do 
most things with a minimum of supervision, a maximum 
of efficiency—and a sense of humor. It is the secretary 
who takes her job out of the routine who garners raises 
and promotions. She gets more interesting tasks for her- 
self by showing a willingness to handle them. She is taken 
into her boss’ confidence more and more because she 
has shown him that she is loyal. 

There is always responsibility to be assumed, growth 
to be attained—if a secretary wants it. 

Remember, too, that the characteristics that you dis- 
play on the job carry over into your after-five life. The 
willing-to-give attitude will not only carry you further 
along the career road, but will make you a richer, more 
interesting personality to everyone you meet. 
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THE ART OF 


THANK YOU FOR YOUR LETTER ... 
could be the opening of a letter or 
could be your boss talking to YOU! 

Bosses are usually an odd mixture 
they like their own ideas. their own ways of 
doing and saying things, but 
they want a secretary who fixes things so they 
always come out right! 
They like to be relieved of detail work, but 
they want a secretary who is not too assuming 
or aggressive! 

Smart secretaries 
find out just what the boss’ ideas are and how 
he does and says things. 

. .. try to relieve him of as many details as possi- 

ble—including the composing of letters. 

do these things in such a subtle (typically 
feminine) way that the boss isn’t even aware 
of what's happening. 

Good horse sense (or is it woman’s intuition?) is a 
great asset to any secretary. Bring a large supply of it 
to your desk along with your top-grade steno and 
typing. It will tell you to size up the boss—and how to 
do it. As a first step, you'll want to find out just how 
much you'll be allowed to take over. Because 

There are bosses and bosses. Some don’t want a word 
of their dictation changed—no matter how funny or 
how wrong you think it sounds. Often. of course, they 
have good reasons for being so particular—technical or 
legal implications may be involved. But beware of 
assuming that your boss is one of these. Because 

The majority of bosses don’t fall in that category. 
Most of them are not whizzes at grammar, punctuation, 
or spelling. Many of them get “mike fright” when they 
start to dictate. They want to depend on their secre- 
taries to smooth the rough edges. And, generally, these 
same men hate those little “routine” letters—letters that 
you could handle easily. You could handle them, that is, 
as soon as you have become familiar with your job. 
Then, sound the boss out. Because . . 

Now you're prepared to take over a bit more. It's 
time to put out a feeler. A casual remark, perhaps, that 
you think you “might be able to answer the inquiries 
on such and such” if he'd like you to try. Or, the subtle 
suggestion that it might relieve him a bit if you wrote 
the “thus-and-so acknowledgments.” His response to 
these feelers will tell you whether or not to pursue the 
subject. Let's hope the answer is “yes.” Because . . . 

If you've gained a good knowledge of the business 
and learned the techniques of letter writing, you'll 
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probably find that your initial attempt at composition is 
just that—a beginning. If your boss likes what you've 
done youll hear him say, “Thank you for your let- 
ter . . .” Soon there'll be more for you to compose. 
And. before you're through. there may be an assistant 
secretary working for you! Because 
You'll be getting ahead faster than you ever dreamed 
you would. Why? Because your boss will be getting 
ahead. The more you do for him. the more he can do 
for the company. The more he can do for the company, 
the quicker he'll get to the top—and you'll go right 
along with him. The good secretary prepares for this 
upward climb. Because 
She knows that only by consciously trying can she 
learn the things she needs to know to get to the top. 
In the case of writing letters, it’s just a matter of find- 
ing out what to say and how to say it. What to say 
means learning everything possible about the business. 
If you don’t know what you're talking about, it doesn’t 
matter how well you say it. ow to say it is another 
matter. That you can get from books—and articles. 
You'll find it's easy once you get into it. Almost all 
advice given on the subject falls into certain categories 
sometimes known as the 7 C’s of letter writing. 
Good letters should be: 
. Clear . . . complete . . . concise . . . correct 


... courteous . . . conversational . . . co-operative 


Clear letters use specific terms rather than general ones. 
You say: “Your order will be mailed within ten days.” 
not: “Your order will be mailed in due course.” 


Complete letters tell your reader everything he needs to 
know—not just the things he’s asked about. 
You say: “As to your question about the size of ply- 
' wood, we can supply you with . . .” 
and add: “You may also be interested in knowing 
that a wider variety of sizes is available in 
beaverboard.” 
Concise letters stick to the point without giving super- 
fluous details. They cut out words which add nothing to 
the tone or content. 
You say: “It is a pleasure to answer the questions 
' you raised in your recent letter. Your six 
machines will be sent next week by Ex- 
press. The screws will be included.” 
not: “This will acknowledge your letter of the 
17th instant in which you ask whether the 
six machines, that you ordered on January 
17 will be shipped by freight or Express 
and whether or not the screws which are 
used to put the machines together will be 
sent separately.” (Continued on page 49) 
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H* GAVE HIS most convincing grin. 


‘Is vour boss in?” he asked in what 





he hoped did not appear to be the studied 
casualness that it was. 

“Whom shall I say is calling?” the 
secretary politely inquired. 

“I’m the salesman who has come to tell 
you about dictating equipment.” 

Once inside the door marked “Priv- 
ate,” the young man set up and operated 
the machine. He answered questions 
from the two people who would be most 
concerned with its use—the dictator (the 
boss) and the transcriber (his secretary). 

They wanted to know about the ma- 
chine. What is it? How do I use it? His 
answers encompassed this information. 


THE MACHINE IS DESIGNED to do what its 
name implies—record the spoken word. 
The letter, report, or notes are spoken 
into the microphone. The recording it- 
self is placed on discs, magnetic belts, 
or magnetic tape. All three of these medi- 
ums may be used over and over for dicta- 
tion. 

Many machines have a two-in-one fea- 
ture—that is, the same machine may be 
used for dictation and transcription. For 
larger volumes of dictation, two ma- 
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chines are often preferred, one for dicta- 
tion and one for transcription. While 
information is being dictated on one ma- 
chine, previous dictation can be tran- 
scribed on the other, thus saving time. 

Operation of the machine is controlled 
by switches and/or buttons on the ma- 
chine itself or on the hand microphone. 
When recording, the dictator has only to 
remember a few points. 

1. Hold the microphone about 4 or 5 
inches from your mouth. If held too 
close, the tone will be blurred: too far 
away, and some words will not be re- 
corded. 

Learn where all the controls are— 
how to make a correction, backspace, 
mark for end of letter, and any other 
indications that are required. 

3. Speak distinctly. 

4. Talk in a normal tone of voice—or, 
if possible, use a somewhat lower tone. 
A high-pitched voice grates on the tran- 
scriber’s nerves after a short time. 

5. Indicate, at the beginning of dicta- 
tion, how many carbons are to be made 
and to whom the letter or memo is to be 
sent. Also, give any other instructions 
that should be called to the transcriber’s 
attention at this time. 


DESIGNED 
FOR 
DICTATION 


by BARBARA 
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6. Spell out unfamiliar names or words 
and give unusual placement of punctua- 
tion marks. 

7. Learn how to insert the belt, tape. 
or disc properly and how to remove it 
without damaging it. 

The transcriber must also remember a 
few points: 

1. Know the different markings for 
correction, end of letter, and so forth. 

Become familar with how much 
typewritten room each recorded space 
will require. (You will know this after 
you ve used the machine for a while.) 

3. Adjust the tone, volume, and speed 
of the recording to your requirements for 
transcription. 

4. Become familiar with the foot pedal 
or other devices that will stop, start, back- 
space, and scan the dictation. 

5. If a word or a group of words is not 
clear, leave a space for them or ask the 
dictator what was said. It’s better to stop 
midway than to have to retype an entire 
page or letter! 

On the following pages are descrip- 
tions of several of the leading dictating 
machines. (AIl the manufacturers will 
be happy to give you demonstrations of 


their machines.) more 
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\agnetic recording without a needle—and the Miracle 
Magic Eraser are two features of the “Rex Recorder.” 
When the dictation is finished, the Rex Magic Eraser 
can be glided over the disc to make it ready for new 
recording. Each dise is good for a minimum of 10,000 
recordings—the three original discs that come with the 
recorder can be used over and over again without 
retreading. Nationally distributed by American Dictat- 


ing Machine Co.. 65 Madison Ave... New York 16. N. Y. 














Should the user begin dictating without lowering the 
recording head on the magnetic belt of the Comptometer 
“Commander.” a buzzer sounds as a reminder. A con- 
cealed input control knob permits adjustment to com- 
pensate for room noise, distance of microphone from 
mouth, and the speaker's voice volume. Foldaway micro- 
phone hanger accepts the microphone forward or back- 
ward. Manufactured by Comptometer Corp.. 1735 North 


Paulina St.. Chicago 22, Il. 





The “Stenorette” is a single unit dictating-transcribing 
machine that records via magnetic tape, is microphone- 
controlled. Corrections are made by recording over the 
mistake—the old dictation is automatically erased and 
the new recorded in its place. Transcription is accom- 
plished by use of a foot control or a “typewriter” 
control (operated on the typewriters keyboard). Manu- 
factured by DeJur-Amsco Corp., Business Equipment 
Division, 45-01 Northern Blvd., Long Island City, N. Y. 





The Dictaphone ‘Time-Master’—an office dictating 
machine with an all-transistor amplifier. Transistors 
provide instant response when the machine is turned on. 
last indefinitely, and are reliable. Recording is done 
on a magnetic belt. All controls are on the hand micro- 
phone. Also has two-speaker playback and an automatic . 
voice pilot light that gives visible assurance of recording. 
Manufactured by the Dictaphone Corp., 420 Lexington 


Ave., New York 17, N. Y. 





The new model “3B” Gray PhonAudiograph offers the 
economy of a recorder and transcriber in one machine 
and is designed primarily to serve one or a few indi- 
viduals. The dictating telephone provides “push-button 
control” that includes start, stop. playback, length and 
correction indications, and signal to the operator. 
Machine can be adapted to accommodate additional 
dictating telephones. Manufactured by The Gray Manu- 
facturing Co., Hartford 1, Conn. 
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The Edison “Voicewriter” will record dictation at the 
office, at home, or in trains, planes, or cars—is also 
a transcribing machine. When plugged into a small con- 
trol box and hooked up with the dial telephone system 
in the office, as many as 20 persons can dictate into 
their telephones. A different control box makes it pos- 
sible to dictate “remotely” from Edison-made dictating 
phones. Manufactured by Thomas A. Edison Industries. 
McGraw-Edison Co.. West Orange, N. J. 








Duplicate copying of dictation is the exclusive feature 
of the Vanguard “Executive” dictating-transcribing 
machine. The original “sound letter.” recorded on a 
magnetic belt, can be mailed like an ordinary letter: 
the duplicate can be retained for a reference copy. All 
controls are in the microphone. Any previous dictation 
is reviewed through the quick-scanning feature. Made 
by Vanguard Business Machines Div., Olkon Research 
Corp., 150 Sylvan Ave., Englewood Cliffs. N. J. 














The Stenocord is a combination dictating-transcribing 
machine suited for large companies and small busi- 





nesses. Weighs 9 pounds—can be carried anywhere in 
the office or may be used at home or in an automobile. 
Microphone enables the user to backspace, pinpoint 
back-dictation, and make corrections verbally without 
noting them in writing. The model “D” is from the 
Stenocord Division, Pacific Instruments Corp., 7046 
Hollywood Blvd... Los Angeles, Calif. 











The Peirce model “560-E,” combination dictating and 

transcribing machine, records on a magnetic belt. Diec- 

tator can automatically back up and rerecord, erasing 

unwanted dictation. Peirce offers exclusive automatic 

backspace with automatic review of two, four, or six 
’ words. Additional optional feature—quick review. All 
features are controlled from the foot pedal. Manufac- 
tured by Peirce Dictation Systems. 5900 N. Northwest 
Highway, Chicago 31, Ill. 











SoundScriber’s new portable dictation unit is powered 
by four standard flashlight batteries. Transistorized. 
completely self-contained, the “200-B” weighs 6 pounds 
and has an operating cost of five cents per hour. Its 
recording disc can also be played on a 33 1/3-RPM home 
phonograph. Use of flashlight batteries for power makes 
power available all over the world—no worry about 
diversified currents. Manufactured by The SoundScriber 
Corp., North Haven, Conn. 
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NANCY CARTER 


EMMETT G. DAWSON 





MAUD MURPHY 





THE STORY UP TO NOW 

Three days on the job have taught Nancy a 
great deal about Emmett G. Dawson, whose pri- 
vate secretary she hopes to become. Depending 
on the situation, he can be curt, demanding, under- 
standing—or a combination of all three! But after 
a long talk with him, Nancy is reassured that the 
great man is doing only his best for the Company. 

Meanwhile, Nancy has at least twice more faced 
the trickery of her rival for the job, Marsha Van 
Fleet: (1) Marsha has asked Mr. Dawson if he is 
not being too hard on Nancy—Marsha has in- 
formed Mr. Dawson that Nancy seems to be show- 
ing the strain: (2) Nancy has good reason for sus- 
pecting Marsha of slipping sleeping pills into her 
soup at lunchtime. Nancy even saw the pills in 
Marsha’s purse! The result: Nancy becomes 
drowsy, can only think of sleep rather than work. 

As she sinks down at her desk, dazed and 








THIRD OF FIVE PARTS 


shocked, the roar of Mr. Dawson’s voice arouses 








WANTED: 


Nancy from her lethargy. “Miss—whatever your 
name is—come into my office at once!” 
Nancy, jolted awake, thinks, “What have I 


done now? 


Secretary TO GeniuSs- 


Salary High 


by RAYMOND DREYFACK 
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“Here it is!’ Marsha‘s 
voice was the escence of 
quiet efficiency. ‘‘Jusi as 
| thought—it was filed 
under ‘Mac’ instead of 
‘Mc’ ,“ 
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@ How good is your memory? Can you 


recall the days when an afternoon of 
listening to records was more of a 
marathon than a way to relax? No 
sooner had you put one record on the 
machine than it was time to run back 
and change it. Back and forth, up and 
down—quite another picture from the 
one that comes to mind since the advent 
of the long-playing record. ‘ 

Now you can truly lie back and listen 
—peacefully, effortlessly. Did you know 
that the same principle that makes it 
possible to put a full symphony on one 
record can also help make it much easier 
for you to get a good job (or, if you 
already have a good job, perhaps a better 
one) ? 


THE MICROGROOVE long-playing record 
was invented in 1947 by Columbia Rec- 
ords’ Dr. Peter Goldmark and soon was 
adapted for use in shorthand teaching 
and practice. The idea proved to be 
such a success that records are now 
available in every shorthand speed 
from a low 40 on up to 250 words a 
minute. Even two-voice court testimony 
at 200 words a minute is available for 
those brave enough to tackle it. 





The records are especially useful for 
students. No longer is it necessary for an 
ambitious girl or one with real talent for 
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shorthand to be stalemated at the cur- 
rent class level. She can practice when 
and where she wants without having to 
be dependent upon friends and relatives 
to serve as reluctant dictators. 


INFORMAL SESSIONS can be held with 
equally interested fellow students who 
are also after more than “just a job.” 
Working at home with your friends can 
provide an added stimulus not to be 
found in more formal classroom pro- 
cedure. 

The girl who, though no less ambitious, 
finds shorthand somewhat difficult at the 
start, can also benefit by using the records 
for extra practice at home until she feels 
she has gained the assurance she needs. 

The records are also excellent office 
preparation, accustoming the student to 
hearing voices other than just that of the 
teacher. Office Style Dictation, which 
duplicates actual office situations (i.e., 
confusion, interruptions, corrections, and 
insertions), adds a realistic touch to any 
girls training and may help prevent 
“stage fright” during the first days on a 
job. 

Another advantage of the records 
presents itself in case of illness. With 
them a student can easily keep up or, if 
necessary, “catch up” and need not fall 
behind the rest of her class. 


Secretaries will find they, too, can gain 
much from using the shorthand records. 
Practice at home can lead the way to a 
new job or promotion within the firm. It 
is also an excellent method for keeping 
little-used shorthand from growing too 
rusty. 

The records come in all speeds, and 
the initial cost is surprisingly low, con- 
sidering how often they may be used. 
And of course, the records are always 
“swappable,” enabling students to get 
two or three times as much dictation for 
an attractive feature 





the original price 
for those who keep one eye on the budget 
—and who doesn’t nowadays? 


Goop SHORTHAND is an asset in any job, 
but just how good it is depends entirely 
on how much time and effort you put into 
the art of mastering it. The effort you 
put into acquiring good shorthand will be 
evidence to a prospective employer that 
you are more than willing to work hard 
for something important and not content 
merely to coast along. Initiative is high 
on the list of looked-for qualities in the 
make-up of a good secretary. 

Shorthand records are a convenient, 
effective way for you to set your own goal 
and reach it at your own speed. You can 
make your success truly “a matter of 
records.” 
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HEN TRADE PAPERS and maga- 

zines cross your desk on their way 
to your boss, chances are that you find 
yourself flipping through the pages or 
reading the table of contents. And later. 
when you have a few spare moments, 
you undoubtedly borrow these publica- 
tions because you know that their con- 
tents can help to make you an expert in 
your field. 

But do you approach the daily news- 
papers in the same way? Do you read 
them with your job, your company, your 
boss somewhere in the back of your 
mind? If you do, youre a girl who en- 
joys her work. a girl who's on her way 
up. If you don't, you're not quite as 
smart and efficient as you might be. For 
the daily newspaper, carefully and prop- 
erly read, can help make your job, more 
interesting, more fun, and more profit- 
able. 

Which newspaper to read? We are liv- 
ing in a society that has become more 
and more specialized. Therefore it well 
behooves you to become a specialist, too. 
As such, try to choose the paper or pa- 
pers that offer the coverage that fits your 
job because it fits your boss. 

Under the impact of today’s steady 
flood of news, newspapers have become 
departmentalized. All first-class papers 
are divided into sections—international, 
national, local, financial, advertising, 
sales, entertainment, and the like. The 
list will cover just about any category 
in which your boss’, or your company’s, 
interests lie. Choose the papers that 
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play up items in your particular field. 

How to read? The plus sign of your 
contribution will be that you won't give 
your attention solely to the obvious sec- 
tion. You will read the rest of the paper, 
too—searching for stories that are re- 
lated to your specialty. As often as not, 
they may be on page one under a for- 
eign dateline, but they may also be 
under the byline of a domestic columnist 
who only now and then touches on the 
field in which you work. 

Your reading equipment should in- 
clude more than your eyeglasses. Read 
with a pencil in your hand and the scis- 
sors within reach. Make it part of your 
routine to separate the chaff from the 
grain by marking or clipping items and 
articles of interest. 

Which stories to read? Our world 
spins faster and faster. It’s difficult to 
find time to read even one newspaper 
from cover to cover. 

Learn to scan the headlines first. 
They have been written by experts—they 
condense a story into two or three lines. 
If you regard them as clues to the stories 
underneath, you will find that they lead 
you to those articles that concern you 
and your job. 

It is also helpful to remember the sim- 
ple structure of a news story—that the 
first paragraph tells you the who, what, 
where, and when of what follows. If 
you're clever, you will interpret that 
“lead.” You will know immediately 
whether it’s worth while reading what 
comes after it. 
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News about your own country will in- 
crease your knowledge of it. It will also 
make you proud of its aims and accom- 
plishments. 

News about your field in general will 
heighten your interest and broaden your 
understanding. It will add to your stat- 
ure as a professional. 

News about rival companies shouldn't 
be forgotten either. It will strengthen 
your appreciation of what your own com- 
pany is doing. 

If your company is a manufacturing 
one, do read the ads of its competitors. 
These may even set off a chain reaction 
—some original ideas for your company. 
Watch for new products, new methods of 
distribution and selling, new channels 
of competition. Even changes in person- 
nel in other firms are often significant 
to you and your company. 

Remember your boss’ special interests, 
both professional and personal. You may 
find an item he may have missed. 

A publisher, for example, might wel- 
come an obscure note on an author's 
prospective manuscript. Such news might 
save him money if he’s been considering 
a similar project. A lawyer might want 
to read the report on an out-of-state 
court decision. It might aid him on that 
case he’s preparing right now. 

If your boss is a theatrical producer, 
or otherwise involved in entertainment, 
perhaps you should read the columns of 
a Dorothy Kilgallen or a Hedda Hopper. 
If he’s a photographer or an insurance 


agent, you (Continued on page 55) 
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LILLIAN HUTCHINSON 


word 


Is It “Des—” or “Dis—”? 


Do the following words start with des or dis? 


- 


cribe 3. appoint Bo 


astrous 1. troy 6. 


One “O” or Two “O’s” Make All the Difference 


pondent 


(KEY TO TEASERS ON PAGE 55) 


can be teasers 


Should loose or lose be supplied in the following blank spaces? 


You'd better fasten those papers together, or 
you will ........ some of them. 
Did anyone a white scarf? 


The volume knob on my radio has become 


My new compact is for ........ powder. 
. Ted’s one error in arithmetic caused him to the 
prize. 


What They Really Mean 


6. 


4. 


lel 
“~ 


9, 


‘fF solve 9, .pise 

8. cend 10. prove 
Be careful not to ........ your balance on the footbridge. 
She will ........ all her friends if she continues to . 


her temper so easily. 


I must ........ the dog: he is tied to the back porch 
railing. 
[| shall ........ interest in this course unless it becomes 


more practical. 


Each of the following sentences contains a figure of speech, printed in italics. Replace these expres- 


sions with the words that convey the real meaning. 


Last night President Eisenhower was packing his bags 
for his important European conference. 


. Can we count on him to play ball with us? 


3. The advertising manager’s blueprint for next season’s 


program was warmly approved. 
Her thoughtfulness and loyalty have paid her big 


dividends. 


Business-Vocabulary Matchups 


vu 


6. 


. The campaign has started well. From now on, we 


shall have to play it by ear. 

The first large response to the mailing proved to be 
just a flash in the pan. 

Here's where we met our Waterloo. 


. The chairman has been given free rein in setting 


policies. 


Column I contains words or expressions pertaining to business practice and procedure that every 


stenographer is likely to encounter in dictation. Match these terms to the definitions in Column II. 


upkeep a. The general expenses of a business, as insurance, rent, and so on, rather than the 
overhead direct manufacturing and selling costs. 
. a 


injunction 


to countermand an order d 
. rebate thing harmful to others. 
tenable e. 


7. overdraw 
legacy 
litigation i. To pay the costs. 


to defray expenses j. To cancel. 


b. To draw checks for more money than one has on deposit in a bank. 
c. A contest in a court of justice. 


A court order requiring a person or an organization to refrain from doing some- 


A deduction; return of part of an amount paid. 
f. A gift of money or property by will. 
g. The cost of maintenance or repair. 


h. Capable of being defended or maintained. 
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SPECIAL FOR SECRETARIES: Spring's newest styles 


... previewed at a fashion show for business girls 


... photographed especially for our March issue. 
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The look for ’?58—slim, trim, an easy silhouette more often unfitted than not. Some prime examples—a. 
Bold red and white checkerboard piqué, worn most fashionably without a belt. $14.95. 8. A cotton-knit 


many washings. $5.98. Teamed with it (B) 











skirt guar- (i anteed to hold its shape through 
a pink Irish-linen blouse ($4.98) 
black. $3.98. v. All chemise 


grammed 
ty. $14.95. 


sheath. F. 


and (C) amono- 















blouse in .= —acotton-knit beau- 


E. Vewlook 24 for the checkerboard piqué —belted like a 


Full- skirted cotton shirtdress, accented with a print ascot. 
$14.95.G. Again, the chemise—this time in spunlin- en. $11.95. 
H. The re- laxed sheath in a silky spun rayon, Ex- tras: a belt 


belted or not. 
Ship ’N Shore. 
Mills. 


and scarf. $14.95. 1. Classic cot- ton to wear 


$14.95. All 
Skirt by 


dresses by Sue Brett. Blouses by 


Aileen for Alamac Knitting 
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RECENTLY, in an effort to determine what business 
girls considered their most troublesome beauty problems. 
we took an impromptu survey of several in our vicinity. 

And the results were more than a little surprising. 
For whether they were nineteen-year-old beginners or 
super-chic executive secretaries, their questions and 
problems were pretty much the same. Also the same, the 
fact that just about every one of them had some short 
cuts or ideas on grooming that were highly individual. 

Ever since the survey we've been mulling over a few 
ideas of our own. We've mixed, mingled, rewritten. and 
herewith the results—18 tips to help you achieve the 
clean, fresh look so beauty-right for spring. 

For a Nicer-to-look-at You... 

* Top Priority—a shiny, clean head of hair every day 
of the week. If you have to debate on whether to “wash 
it tonight or not,” the answer is always “yes.” The very 
fact that you question its cleanliness should be enough to 
send you scurrying for the shampoo. 

*For short hairs—a neatly clipped back hairline. No 
stray hairs wandering down the neck. You may find that 
a trim every other week is a better solution than a cut 
every three or four weeks—and it will probably prove 
to be no more expensive. 

* Welcome the all-seeing eye of the spring sun with a 
flawless complexion. For the usual soap-and-water rou- 
tine, substitute a good cleansing lotion. One preparation 
—called simply Lotion O— is excellent for oily skins. It 
helps control excessive oiliness, gets rid of blemishes. 
stimulates circulation—thus substituting a rosy glow for 
that late winter pallor. (Lotion O. from the Georgette 
Klinger Facial Salon, 509 Madison Avenue, New York 
22. Four-ounce bottle, $2.25: 8-ounce bottle. $4.00). 

*The most flattering make-up can lose its effect if it 
doesn’t extend up to the hairline. down to the neckline. 
Does yours? 

*A well-groomed face boasts a mouth clearly outlined 
(no smudged edges), brows smoothly plucked, nails— 
polished or not—well shaped and always clean. 

*With fashion pundits predicting shorter skirts, col- 


, attention is 


ored stockings, and strap shoes for spring, 


focused on the legs. Keep yours smooth and hair-free— 


put on before the old ones get too bad. And the next time 
you're at the shoemaker’s, ask about the new nylon lifts. 
They last longer than the leather or rubber ones, don’t 
get that ragged look around the edges. 

*How not to look pretty—wear a ring of make-up 
around the neckline of your dress. Keep dress necklines 
free of such smudges with a little cleaning fluid. Follow 
directions carefully. If this doesn’t do the trick, send the 
dress to the cleaners—immediately. 

* Invest in a wardrobe of brushes. Besides such basics 
as hair and tooth brushes. include three clothes brushes 
—for the office, home, and purse—a suede brush or 
sponge, special brushes for nails, hands, make-up. Every 
one—spotlessly clean. 

* Always—clean, clean white gloves. No second-day 
wearings, please. 

*A wardrobe of dress shields is a sound investment. 
They protect clothes, prevent embarrassing stains in 
those extra-warm, extra-hurried moments. (We're sure 
you use a deodorant or anti-perspirant daily, too.) 
Shields can be purchased in a variety of colors—there 
are even some that can be quickly pinned to brassiere 
straps for a hurry-up dressing. Of course, you don a 
clean pair every time! 

* Firm resolve—no more washed-out, misshapen, soiled 
powder puffs in your compact. Instead—a clean, little 
cotton ball each day. 

*Try a little purse organization—make-up in a plastic 
case, important papers stashed in your wallet out of 
sight. keys and change in a pretty purse. A once-a-week 
checkup is essential. 

*No wrinkles allowed—-make it a habit to check the 
next day’s skirt or dress the night before. A quick press- 
ing will keep you looking neat and trim. For long-range 
wardrobe improvement, buy skirts and dresses that are 
lined—or add a lining yourself. For those that aren’t, 
add a taffeta slip. You'll be eliminating “skirt sag.” 

*An extra plastic raincoat and a pair of boots are 
ideal office accessories. You'll welcome them on those 
days when it starts raining just before that cross-town 
lunch date or that homeward trek. And they'll pay for 
themselves—in savings on cleaning and repairs. 


resh look for Spin 


if a once-a-week de-fuzzing isn’t enough, take time to 
do it as often as necessary. 

* To lift your spirits on a “blue” day, indulge in more 
than a few drops of your favorite perfume. And if things 
really look grim—job or weatherwise—wear something 
special, something new, even if it’s only a bright scarf 
or favorite bracelet. You'll feel better—so will others 
around you. 

If You're Good-Grooming Conscious . . . 
* Crooked or run-down heels? Never! Have new lifts 
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* Want to revitalize a tired wardrobe? Invest in a 
bevy of new blouses. They’re colorful, can be as inex- 
pensive as you like. The collections this spring feature 
several blouson and overblouse styles that are kin to the 
chemise family. Try one of these with a slim, dark skirt 
for a new ’58 look. 

*To keep your “working clothes” looking their best, 
change them for “something comfortable” when you get 
home at night. You'll find that this will revive drooping 
spirits, too. 
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FREE PORTRAIT 
ENLARGEMENT, 
WITH EACH ORDER. 








25 


WALLET 
PRINTS 








Beautiful portrait 
enlargement worth 
i9e—FREE with 
your order for fa 
mous Roy Wallet 
Prints—orderallyou 
need for swapping— 
perfect for job, 
school, passport, and 
all identification. 
Send picture or neg- 


ACTUAL SIZE 


(2Y2" % 3%") ative with your or- 
SATISFACTION der. Satisfaction 
GUARANTEED = guaranteed. 


ROY PHOTO SERVICE, Dept. 54 
G.P.0. Box 644, New York 1, N.Y. 








' mee ' 
'S $4198 
or eD 

CHARM BRACELET postr 

(Fed. Tax. Inc!.) 
Twelve accurate miniatures of the secretary's pro- 
fession, each beautifully Hamilton Gold-Plated 
and guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler, Swiss cheese sandwich and coffee! $4.98 
In Sterling Silver, $19.95; 14K Solid Gold, $129.00 


Bracelet with 7 Charms: 
Hamilton Gold-Plated, $3.49 
Sterling-Silver, $12.50; 14K Solid Gold, 
Money-back Guarantee. Send check or m.o. 
PERSONALIZED GIFTS COMPANY | 
160 Fifth Avenue, Dept. 83-5, New York 10 » Be 


$79.95 





Today’s Secretary 


Goes Shopping 














Eraser Soiled / 


For tidier typewritten work you need 
MAGIC MESH @ cleans erasers for 


cleaner corrects 







' Banish erasure 


amu dge....heep 


hk 


copy sparkling fresh, 


Send $.2 
MAGIC MESH (fo. 
Falls Station Box 861 


Niagara Falls, New York 














STOP MAKING MISTAKES IN 
ESrNGaLlisk 


With the new CAREER INSTITUTE METHOD 
you can stop making mistakes in English, build 
up your vocabulary, speed up your reading, im- 
prove your spelling, acquire real writing skill, learn 
the “secrets’’ of fluent conversation. Hundreds of 
men and women have become effective speakers, 
writers, and conversationalists——without going back 
to school—by using the CAREER INSTITUTE METHOD. 
Costs little. Takes only 15 minutes a day at home. 32-page 
booklet mailed FREE upon request. Send card or letter NOW! 
Career institute, Dept. 1453, 25 E. Jackson, Chicago 4 








END SKIN IRRITATION 


LADIES ELECTRIC SHAVER 

Puts an end to dangerous CUTS, 
NICKS, SCRAPES of ordinary ra- 
zor blades, Gently grooms legs and 
underarms to satin sleekness, gives 
flawless feminine beauty. No sharp 
edges or corners. Designed for 
smooth action on the most delicate 
Value 7.50 $2.95 skin. Two cutting blades. Self- 
Your Cost starting motor 100-120 volts. AC 










Add 25¢ postage only. Ivory plastic case, Money 
No C.0.D. please Back Guaranteed. 
JAY NORRI TS-487 Broadwa 











Get FREE 
with your subscription 
to TODAY’S SECRETARY 


a copy of The Gregg Scrap Book, 62 pages of 
wit and wisdom, written in beautiful Gregg 
shorthand, by sending your new or renewal 
subscription to TODAY’S SECRETARY today. 
This offer is available for a limited time only. 


One year, $3 Two years, $5 
TODAY’S SECRETARY 


330 West sane te 2 
New York 36, 
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AN ORIGINAL DESIGN is this charming 


little gold-plated brass snail of a pillbox. 
A wonderful conversation piece and per- 
fect for carrying aspirin, 


saccharin, or 





whatever you take for what ails you. A 
real find at only $2.95, ppd.: from Leisure 
Industries, Dept. TS, 96-09 Metropolitan 
Ave., Forest Hills, N.Y. 


FOR EASY FILING try Diamon-Deb, the 
nail file made of diamond and sapphire 
crystals. Will never wear out: actually 


glides over your nails, it's so smooth. 





You can get an 8-inch file, plus plastic 
case, for only $1.95, ppd.; from Solari 
Products, Dept. TS29, 1030 South Rob- 
ertson Blvd., Los Angeles 35, Calif. 


FOR TOASTING YOUR TOES these cold 
evenings, what could be more perfect 
than a pair of terry-cloth stretch slip- 
pers? Delightful for padding around the 
house, they come in white, coral, or blue 





with gold band. Washable, too: one size 


fits all from 8 to 10’. Price: $1 a pair; 


three pairs, $2.85, ppd. From Downs & 





Co., Dept. TS, Evanston, Il. 


MOOD BAROMETER can be a timesaver 
when you're at a loss as to how your boss, 
husband, or boyfriend is feeling. All they 
have to do is turn the dial, and you'll 
know where you stand. Works both ways, 





of course. Design is handpainted on 7- 
inch circle of cherry wood. $1.50, post- 
paid, no COD’s; from Gayle’s, Dept. TS, 
440 West 24 Street, New York 11, N.Y. 


YES, IT’S A GIRAFFE of black wrought 
iron, sprinkled with rhinestones and 
eager to hold your rings or just survey 
things loftily from desk or dresser. The 





perfect answer to the small-clever-gift 
quandary. Sent, postpaid, for only $1.10, 
or three for $2.98, from Chegwidden 
Specialties, Dept. TS20, Box 182, Dover, 
N.J. 


FROM ANY ANGLE this multipurpose food 
container is a gem for your kitchen. 
Made of molded polyethylene with a flex- 


TODAY’S SECRETARY 


ible lid and snap-in-place metal handle, 
it converts easily from a mixing bowl 
into a cake cover, refrigerator container, 
or pail-like carrier. Bowl and lid fit to- 
gether snugly to prevent moisture escap- 


keep baked 


accommodates an 


fresh. 


cake. 


ing and to things 


8-inch 


Easily 





Available in yellow, turquoise, or pink, 
with chalk-white lids, for $2.39, post- 
paid: from Mrs. Dorothy Damar, Dept. 
rS, 809 Damar Building, Elizabeth, N.J. 


SPRING APPROACHES, bringing with it 
the chemise, the slim suits. the need for 
you. Massage away your win 
this Electric 


whose four rubber rollers take 


1 
a slender 


ter weight with Glorifier 


\lassager. 





at all. Just $7.95 
(the price of only one salon massage), 
plus 50 cents postage: from Jay Norris 
Co., Dept. TS, 487 Broadway, New York, 
iM. Be 


off inches in no time 


WRAP YOURSELF IN FUR all year round 
with this fur-trimmed 
Washable, lightweight, 
ing over 


orlon sweater. 
perfect for toss- 


build a look 


anything or to 





around. In beige, pink, light blue, or 
white, with matching fur, pear! buttons. 
Sizes: 34 to 40. $10.95, postpaid: from 
Ruth Allen & Co., Dept. 54, 4726 Osage 
Ave., Philadelphia 42, Pa. 
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ACTUAL SIZE 
22 x 32 





Ideal For Giving to 











Made on the finest silk-finish, double * 
weight paper by the world’s foremost 
wallet photo producer. Send ONE 
DOLLAR with your finished 




















graduation picture or glossy print. 
KK 2 mai Your original will be returned 
© CLASSMATES unharmed with order in a very few x 
Smart ideo fer days. Minimum order: 25 pictures 
x @ COLLEGE & JOB from one pose. 
rs APPLICATIONS eomaeneeaeeane es = = = aan a 
@ PASSPORTS & VISAS ] LARGA-PIC — BOX 2Z- 20 ' 
And mony other wees 5 BROOKLINE 46, MASS. , 
t 
Enclosed is $ for pictures 1 
a 
x Name : 
Address i 
City Zone( ) State : 
-F 2 ee 8 Oe ee he Uh Um Ue Ue Ue Ue. Ue Ue me Oe 
TELEPHONE INDEX | Just Press the Button on this 
os sink ke ee NEW LIP-LITE MIRROR 
Bont’ numbers when You | | amgege $1.50 pa. 
Fite. a | and you have light where 
~tee ae Re Aan | you want it for retouch 
Alphabetically Just Raise ing makeup. Use in movie 
Oh rpg Boe mn otgee wee i or any dim light. Com 
mn. M a plete with bulb & bat 
“rere ag —~y < tery. Gift Boxed $1.50 
wit “7 YW ppd., or 3 for $3.95 ppd 
$i r | . Just right for Gifts 





$3.10 4 for 

FACTION OR YOUR MON 
FEY BACK 

Dept. S-3, 1047 inner Drive 
Schenectady 3, New York 





HILDRETH INDUSTRIES 








“The original OSTRICH FEATHERED 
BALL-POINT PEN” 

Here is a Pen that is both elegant 
and practical fashioned from two 
re ostrich feather and 
on 1 fine ball point 
€ i 2 o 14 fits all pen 
base In biue pink orange 

pur} black 








‘ $1.49 ppd. 
14.00 per dozen 
enfl fi 


any pen 


Price. 
Only $ 
r-tipped 


THE FEATHERED PEN COMPANY 


8143 Blackburn Ave. 
Los Angeies 48, California 








SECRETARY—GIRL OF THE YEAR 
or 

Where to Look for the Right Job 
Here is a factual, informative, 24-poge job-hunting 
reprint from TODAY‘S SECRETARY that describes 
briefly the nationol secretarial employment picture 
and then tells through case histories what it's like 
to work in 11 different industries and professions. 
Especially of interest to the girl who wonders 
whether she is suited for ao particular secretarial job. 

Price—25¢ per copy; $2.00 per dozen 

Send order with remittance to: 


TODAY’S SECRETARY 
330 West 42nd St., New York 36, New York 








SATISFACTION GUARANTEED 


CHEGWIDDEN Dept. TS-3 Box 18 


Dover, New Jers 


2, 
ey 





BOOK MANUSCRIPTS 


CONSIDERED 


by cooperative publisher who offers authors early 
publication, higher royalty, nationa) distribution, 
and beautifully designed books. Al] subjects wel- 
comed. Write, or send your MS directly 
GREENWICH BOOK PUBLISHERS, INC. 
Atten: MR. QUAWAY* 489 FIFTH AVE 
NEW YORK 17, N. ¥ 
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‘ TAKE OFF ‘ 1) 
| Boaz: ‘_ 
8 tor a Glorious Figure 
i $25.00 VALUE | 
8 your price $"795 
© e Take off fat where it Ine aes Ghe mectene 
' shows Fed. ts io cele a . 
8 ®@ Aids circulation—relaxes! ae 
P ELECTRIC GLORIFIER MASSAGER 
} Cea teeake Lele Gence-t-wan action tahes off tsches. 
O fechionahle salons On.off switch, AC. Futly U.L. approved 
' Money-back Guarantee 
B JAY NORRIS CO., 487-TD Broadway, New York, WN. Y. 
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WANT TO BE A CPS? 


Start Preparing now for the next CPS exams 


with our study guide, with 1957 changes 
(3.08); practice tests (3.08); & new bibliog- 
raphy (1.00 Used 6 years in famous Long 


Beach. California, course and internationally 
Correspondence Course or intensive course also 
available. Business Research Associates Incorpo- 
rated, P.O. Box 7093, Long Beach 7, California. 





SECRETARIES 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 


Brundidge, Aia 





CONFIDENTIAL LOANS 
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Qn Human Nature 


BY MARGARET OTTLEY 


IT IS HUMAN NATURE 4 <<” ao o of — wo « 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Four of the Manual. 
This material is counted in groups of twenty “‘standard” words each, so that you can estimate your reading s, eed. 
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1? WORDS A MINUTE, COUNTED 
IN QUARTER-MINUTES 








Dear Friend: Here is wonderful 1 
for vou Modern washers and d 
have taken all the hard work ou 
wash day. But, until now, science 
not found the best way to get / the 
out of your clothes. Now there is K 





10 WORDS A MINUTE, COUNTED 
IN QUARTER-MINUTES 








Gentlemen: To the person who n 





sees you, your mail is you. Your letters 


are a basis for the opinion formed 
customers, by prospects, / and by 
public in general. For that reason, y 
mail should always make the best 


pression pr ssible 





1? WORDS A MINUTE, COUNTED 
IN QUARTER-MINUTES 








f WORDS A MINUTE, COUNTED 
IN QUARTER-MINUTES 








Dear Mr. James: This letter comes 
a reminder of an important matter t) 
you may have overlooked. You / hi 
not yet availed youself of our tax se 
ice, and the time is growing short. 
Last year a good many of our clie 
expressed their appreciation of « 
keeping on reminding them about th 
taxes. In some cases we / wrote three 


by 
the 
OU; 
im- 











Dear Doctor Smith: Here are the 
front-matter pages 1 through 10 for your 
O.K. We are sending you the original 
Jayout for these pages so that you can 
see the color / break at the same time 





80 WORDS A MINUTE, COUNTED 
IN QUARTER-MINUTES 








Dear Mr. Planter: I am glad to have 
the opportunity to review your invest- 
ments for you, bearing in mind that 
your objectives are safety, growth, and 
income, not speculation. Actually it is 
hard to draw a line between growth 
and speculation; one partakes very much 


af the anther T am anite enre however 








60 WORDS A MINUTE, COUNTED 
IN QUARTER-MINUTES 





Would vou send a 'P] A N 





60 WORDS A MINUTE, COUNTED 
IN QUARTER-MINUTES 














Dear Jerry: Ever since I heard 
fine news that vou had been selec 
by the Greenville Chamber of Ce 
merce as the Outstanding Man of 


Year, | have been intending to w 


to congrat lat you Remembering \ 
many activities in civic affairs here 
before you ed, IT am sure the ho 
accorded vou s well ce S¢ rved 1) 
l am s vy that I seem to be rather Zo 


BY FLORENCE 


PPHE VOCATIONAL VALUE of the 
Gregg Awards was strongly supported 
at a luncheon in Detroit recently. “My 
students tell me that the Achievement 
Record Album, filled with the certificates 
earned on your tests. gets attention when 
presented with their applications.” one 
teacher commented. “A student reported 
that when she applied for a secretarial 
position in a large firm, the employer 
spotted her 100-word shorthand speed pin 
and said, “You don’t need to take the test. 
To earn that pin, you had to be good, I 
know. And that student got the job!” 
Besides marking off your progress with 
tangible evidence of your accomplish- 
ment, the Gregg certificates at 60, 80, 
100, and 120 words a minute are power- 
ful attention-getters when displayed in 
the new Achievement Record Album. The 
very number of them, testifying to pro- 
gressive accomplishment in school, car- 
ries a weight that showing just one 
certificate may not always have. Beauti- 
ful pins are offered also at the speeds 
attained. If you prefer, you may have 
these emblems with ring attachment to 
wear attractively on your charm bracelet. 
If you have already qualified on the 
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me YOUR 


the started preparing 


rite tax : 
cor | PRAC | TICE receiving that / particular check. It is 


possible that I simply overlooked enter- 


Gentlemen: Will you please check 
your records to see whether or not the 
October 


mn- to 


dividend payment was mailed 
me. I did not discover until I 
the figures for my 
reports that I have no record of 


not ing it when (1) jt came However, I 





ELAINE ULRICH 


shorthand speed tests at 60, 80. and 100 
words a minute, increase your practice 
and learning effort so that you may 
qualify on the tests at 120-, 140-. and 
160-word speeds. See how many of these 


superior awards you can earn. 


We HAVE BEEN telling you of the impor- 
tance of improving your notes. Suppose 
that under the stress of dictation at 160 
words a minute you find your notes be- 
come scrawly- “go to pieces.” as some 
writers explain it. Take a few minutes 
to practice writing the worst of those 
outlines correctly. 

The OGA Tests for this month are on 
page 42. Read the instructions. also on 
page 42. for writing them, and begin 
practice for good notes. Submit to this 
department the best paper you are able 
to write. If it qualifies. you will receive 
the OGA Certificate of Membership or 
the gold OGA Emblem Pin, whichever 
one you apply for. 

You'll treasure the certificate and pin 
for years. An extract from a recent letter, 
written to us by Mrs. Mae Gillette Wood 
of Bridgeport. Connecticut, testifies to 


that fact. “I did not expect to receive 


did check at the bank and had them 


through the deposit _ slips 


Director, Gregg Awards Department 


congratulations upon my 50th Anniver- 
sary of writing Gregg. It was a happy 
surprise, too, to receive a beautiful new 
OGA pin, which I shall enjoy wearing. I 
still have the one that was sent to me 
over fifty years ago. My OGA ring has 
been worn until it is quite smooth!” 

Do you hesitate when taking dictation 
because an outline is not in your short- 
hand writing vocabulary? Assign your- 
self the task each night of learning new 
words by writing and studying several 
pages of words from the Gregg Shorthand 
Dictionary. If you are preparing to enter 
a specific industry or profession, obtain 
a technical-term list, learn the spelling 





TEACHERS, PLEASE NOTE: 


Shorthand speed tests at 60, 80, 100, and 
120 words a minute, transcription letter 
tests, filing and bookkeeping tests are 
published in Business Teacher. This mag 
azine is free to teachers. Request must be 
sent on your school stationery. Tell us 
what subjects you are teaching. We will 
then include the Awards Instruction 
Booklet, which contains all the rules for 
giving the tests and applying for the re 
spective awards. Large, attractive Honor 
Rolls, one for shorthand and one for typ 
ing, will be mailed to you free, too. 

















and meaning of the words, and practice 
the outlines for them until you can write 
them perfectly. 


You ARE AN ADULT now, soon to embark 


upon the all-important job of earning a 


living! It can be fun. It can be wonder- 
ful. It ean also be discouraging if you 


are not thoroughly trained. Bear in mind 
that your teacher can instruct you, but 
she cannot learn for you. Only you can 
do that. Study and practice because you 
want to be the best secretary in the world! 

There is a fine typing speed test on 


page 44 also, the Competent Typist Test. 


Type this test until you have established 
the best possible speed on a 10-minute 
writing with not more than five errors. 
With the aid of these tests, build typing 
technique and skill that will set you apart 
from the average typist when you apply 
for a position. Then mark your attain- 
ment with a fine series of Competent 
Typist Certificates, testifying to your per- 
severance, progress, and the exact speed 
attained. 

The Junior and Senior Membership 
Tests in the Order of Artistic Typists 
(OAT) will be a further challenge to 
your typing skill. Read the instructions 





for typing each test on page 43 and in- 
clude these projects in your schedule 
this month. Your typing proficiency may 
earn you attractive awards. 

The story is told of two men coming 
down the mountain trail at a pretty fast 
clip. With eyes popping and with both 
hands clinging firmly to the side of the 
car, Mose exclaimed, “Hey, boss, what 
you goin’ so fast for?” 

“Have to,” was the laconic reply, “be- 
fore the gas gives out.” You'd better turn 
to those tests now, try them out, and plan 
your practice of them before time runs 
out! 





OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may cepy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 





<i E 
De 








OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 

thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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Miss Georgia King; 1907 Horace Boulevard; Detroit, 
Michigan. Dear Miss King: It is no secret nowadays 
that the girl who wants to get ahead in the business 
world takes courses that will help her grow on the 
job. 

Won't you svare a few minutes, Miss King, to take 
the attached “test”? If you can answer yes to every 
question, you had a good business course in high 
school. If you can’t answer yes to all the questions, 
you should consider some courses that will help make 
you the “perfect secretary.” 

Smith School of Business has an evening-school 
program that offers many courses in business subjects 
—shorthand, typing, recordkeeping, office practice, and 
business English. The cost is very low. Many of our 
students have received promotions and raises as a re- 
sult of the training they were given here. Wouldn’t 
you like to join their number? 

Why not drop in to see me some day next week, 
and let me tell you more about our program. I am in 
my office every evening from seven to nine. You will 
be placed under no obligation whatever. Cordially, 
J. P. Murray, Dean 


OAT 
JUNIOR 


Arrange this letter in 

your best style, either on plain 

paper or on a letterhead. 

Type for (1) neatness and (2) good 
placement, and (3) for accuracy— 

no strikeovers or typographical errors. 
(4) Indent properly, and leave a blank 
line between paragraphs, 

even in single-spaced material. (5) 

Be sure to spell and punctuate 
correctly. 


Copy may be practiced as often as 
you wish. Then send us the 
specimen you consider the best. 
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ro GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Fleer, 330 West 
12 Street, New Vork 36, New York). 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * Test ap- 
plications reeecived without fees are 
held thirty days only. * Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ac- 
cordance with the rules.” * March 
copy is good as membership tests for 
OAT, CT (page 44), and OGA awards 
until April 20, 1958. 











OAT 
SENIOR 


Senior candidates must 

submit copies of the complete pro- 
duction project—the letter 

given as the Junior Test (above) and 
a corrected copy of the rough 

draft (alongside). Check your speci- 
men carefully to see that you 

have made all the correc- 

tions indicated. 


Plain paper may be used for both 
parts of the project, or a letterhead 
for the Junior copy if you wish. 


Copy may be retyped until your 


specimen represents your 
very best work. 
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MAR CH COMPETENT TYPIST TEST 
To compute speed. note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 

(This copy should be double spaced.) 
Words Words 
Betty had always dreamed of owning 7 Betty reported it to her mechanic and 321 
a car. Driving along in the autumn when 15 was advised to buy two new tires. The 329 
the foliage was turning brown and 22 front ones were badly worn. Naturally 336 
orange seemed like paradise to her. Ev- 30 she wanted good tires, and they cost 344 
ery winter she could travel through 37 her another fifty dollars. She was be- 351 
quiet country roads covered with a blan- 45 ginning to think her dream had become 359 
ket of spotless snow and see green pines 53 a nightmare. 362 
whose needles were topped with puffy 60 Betty had no more trouble that win- 369 
balls of white. During the summer, it 68 ter. Spring came again, and she de- 376 
would no longer be necessary to depend 76 cided to take her family riding through 384 
on anyone to drive her to the seashore. 84 the country. As the convertible climbed 392 
She would simply step into her buggy 92 up a steep rise, it bucked and stalled. 400 
and travel anywhere she pleased. 98 Back to the service station it went. It 408 
Finally, after she had saved for many 196 had to be tuned up, which meant an- 415 
months, her dream came true. Betty 113 other thirteen dollars. As she paid for 423 
bought a convertible. Green and white, 121 having it tuned up, her temper rose. 431 
it was her pride and joy. She sat behind 130 Was it worth it, she wondered. 437 
the steering wheel, turned the motor 137 Soon she planned to sell the car. 444 
on, and headed for the open highway. 145 Betty no longer considered it her pride 452 
Colorful scenes of yellow, violet, and 152 and joy. It was a greedy parasite that 460 
crimson flowers and pleasant green 159 took her money for endless gasoline, 468 
meadows whizzed by like an unending 166 oil, and whatnot. Now it needed an- 475 
movie. Ah, yes, the world was hers. 174 other tire; the back one needed replac- 482 
And then one day, Betty attempted 181 ing. And then she had to spend seven 490 
to start the car. There was an explosive 189 more dollars for a new hub cap when 497 
noise in the motor, and the vehicle 197 hers was stolen. 501 
bucked like a wild bronco as the young __ 204 She prepared an ad for her local 507 
girl drove down the highway. At once 212 newspaper. “Convertible for sale, green 515 
she took her car to the nearest service 220 and white, three new tires, just tuned 523 
station. Some part of the motor needed 228 up.” On her way to the newspaper of- _530 
cleaning. Seven dollars and fifty cents. 237 fice, she met some friends who were _ 538 
Well, she thought, all things mechan- 244 waiting for a bus. Betty offered them 55 
ical will occasionally give trouble. 251 a ride, and they gladly accepted. How 553 
And so again she traveled along, con- __259 they envied her, they said. How lucky 561 
tent and happy; all was well. But then 267 she was to have such a beautiful con- _568 
winter arrived, and the car would not 274 vertible that rode so smoothly, not to 576 
start. Betty called a mechanic and was __ 282 mention the convenience of being able 5% 
told the car needed to be winterized. 290 to go anywhere she pleased any time 591 
Another seven dollars. Oh, well, she 298 she wanted to. 594 
said again, these things will happen. 305 Betty let her friends off at their stop _602 
A week later, she had her first flat. 313 and turned the automobile around. 609 

(Repeat from the beginning to complete a ten-minute test.) 
Written especially for Gregg Awards candidates by Roberta G. Pavlu 
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The material below is the same as the C.T. Test across the page, and it is provided so that you can test and compare your speeds 0 
from shorthand. Compute your rate on this word-counted mate 


yping from print and 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


rm —-MAIL COUPON TODAY-~—“ 
| RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 





| Name 


| Address 








| city Zone___ State 














chines— 


Many office machines use marginal pre- 
punched forms. And the records you make 


Bisinéss M 


with this modern efficiency system are 
valuable. How do you file them? 
The best way is to bind them in Acco 


Pin Prong Binders equipped with special 
narrow prongs to accommodate the small 
in the record sheets. 


holes Your records 


ee N 


will then be safely bound for temporary or 
permanent filing — always in order, always 
neat, always available. 

Acco Pin Prong “9000” line of Binders 


come in many sizes and are available in 
your choice of genuine pressboard (5 
colors) or heavy binder board covered 
with canvas or black pebble grain cloth. 
Your stationer will supply you. Ask him. 


ACCO PRODUCTS 


A Division of NATSER Corporation 
OGDENSBURG, NEW YORK 
In Canada: Acco Canadian Co., Ltd., Toronto 











OFFICE 











CHEER UP YOUR OFFICE 
WITH PICTURE WINDOW COVERS 


FOR ALL YOUR 
MAGAZINES 






Handsome 


Sturdy 


* HEAVY CLEAR VINYL FRONT COVER 


* RIGID BACKBONE AND FLEXIBLE BACK 
COVER IN RED OR BLUE VINYL 


® METAL ROD FOR QUICK INSERTION 


Money-back guarantee 





| SHELTON DAVIS CO., INC. 
| 1424 K St., N.W., Washington 5, D.C. 


| Order by Maximum Magazine Height 
Please send me postpaid the picture window 
| magazine cover(s) checked below. My check 
| (money order) is enclosed for $..... 
Number Mag. Ht. Price 
| 3 8” $2.75 ea. 
| { ) 9," 3.00 ea. 
( ) 10%” 3.30 ea. 
| ( ) 11y%,” 3.60 ea 
| : 2 12” 3.90 ea 
3 13 4.40 ec 
| ( ) 14" 4.80 ec 
| Name 
| Address aaa ” 
City Zone IN ccctcna states 


~~" MAIL YOUR ORDER TODAY ~~~ ™ 











Ch acm 
Your 
(Boss 


With NYLON (PLUS AF!) 


Girls who know the sheer-strength beauty 
and wear of Nylon will rave when they see 
what Nylon + AF does for their typing! 
The plus gives the combination that’s really 
super. Beautifully typed, sharp, clean letters, 
sure-charms to make bosses beam! Letters 
dramatizing your work, definitely making 
you “somebody” among secs. and stenos. 


You'll positively have it with Nylon 4+ AF. 
The prestige-writing combination of sheer 
strength and super wear of Nylon, plus the 
controlled re-inking properties of special AF 
natural fibres. Nylon + AF is an original 
achievement of Old Town, the firm you 
unquestionably know as America’s pioneer 
in quality ribbons, carbons, duplicators and 
duplicator supplies. 





TRIAL NYLON + AF RIBBON. YOURS. 
FREE. And also our keen little bro- 
chure: *‘Seven Suggestions for Smart 
Secretaries.‘ Just write us on your 
firm's letterhead. 


OLD TOWN 
CORPORATION 


Established 1917 


750 Pacific Street, Brooklyn 38, N. Y. 





IDEAL FOR REPRODUCTION of fixed in- 
formation such as names and addresses—the 
McBee Handiprinter. It is a portable spirit- 
type duplicator that can be 
counts receivable 


used in ac- 
, for addressing envelopes, 


and for promotional activity. Time is saved, 





errors of misspelled names and incorrect ad- 


dresses are eliminated. An “aperture Key- 


sort” ledger card acts as the duplicating 
master. For additional information, write to 


the Data Processing Division, 
Corporation, Dept. TS, 


Royal McBee 
Port Chester, N. Y. 


YOU MAY NOT GUESS THAT THE TWO FILE 
drawers shown here contain the 
ber of folders 
the rear of the 


same 
but they do! The drawer to 
picture holds standard fold- 
ers with fasteners. But the drawer in the fore- 
ground contains the new Thinline Fastener 
Folders. The Thinlines take up just half as 
much space as do the standard folders with 
fasteners! Yet, 
Thinlines are 


num- 


they are, the 
and sturdy. 


compact as 


strong Fasteners 





are embossed and interwoven into the folder 
at seven different points. If you’re running 


out of filing space in your office, write to 


Wabash Filing Supplies, Inc., Dept. TS, 
Wabash, Ind. They'll be happy to send you 


complete information (including a sample 
Thinline Fastener Folder) on this space- 
saving folder. 


RESEARCH INTO PLASTICS and inks has 
created an entirely new typewriter “car- 
bon” paper that uses no waxy carbon, yet 
produces smudge-proof, clear copies on all 
typewriters. The product’s name—“Nu- 
Kote.” Instead of a waxy carbon coating, 
a plastic coating containing wet ink is ap- 
plied to paper stock. The ink is trapped 
and released, a little at a time, when the 
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SHOPPING — |SHORTHAND DICTATION RECORDS 
“7 BOOST SHORTHAND SPEED ** ‘2* 


typewriter keys strike the paper. The ink 
makes the “carbon” copy, dries instantly, 





Now, for the first time, here are short- 1. Expertly dictated to make higher shorthand 
hand records with the same speed on both oaee Seater 


a og ee ee a sa a . * . 2. You will get fast, easy, quick, gratifying results! 
and is long la ting. Copie: can be erased. sides, to give you more practice for a . 
Only one weight and finish is needed to 4 

5 


p —" “ + So easy and enjoyable you'll be amazed! 
longer time at a definite speed. Builds 
meet approximately 90 per cent of all typ- 


- Results come faster than you realize! 
: 4 - Helps increase shorthand speed at 50, 60, 70 
your shorthand speed quicker and easier. » 60, 70, 
ing needs, whether for one or a dozen cop- vey wees ney ae Gs Oy Seeuee 
; ; 6. Good for everyone no matter what system they 
ies. reegn ge by Burroughs Corpora- i ; wes use or at what speed they now write shorthand! 
D  Micl All you do is listen and practice writing 
tion, Detroit - ich. i ; , cc a : Leading educators and secretarial schools have 
in your spare time. Eliminates attending approved this method of home study, You'll find it 


: not only a fascinating and profitable way to spend 
. classes that are not convenient to your ' 
THE LATEST ADDITION to Eastman Ko- ; . ; your spare time but fun, too. 
dak Company's line of Verifax Copiers time schedule. Even beginners will = — | geet amg a in ioe, compan be- 
‘ mi d ee E 3 . P . 7 ow ane mal 1 ogether with a chec or money 
the Verifax “Bantam Copier. Economi- quickly improve their speed with these order. We wi!l ship the records to you postpaid. If 


cally priced at $99.50, the Bantam is the 
first Verifax Copier to employ a curved- 


you are not delighted, if these records aren’t all we 


records. No matter what speed you now Say they are, return them in 10 days for a full 


; ; write, there’s a record for you sees. 
glass platen. With compact base dimensions ; i ¢ ; You must enjoy increasing your shorthand speed, 
of 13% by 173 inches, it can be conven- no matter how slow or fast you now write short- 
i hand or if you write Gregg, Pitman, Speedwriting, 
or Stenotype. The records are sold on a money- 


back guarantee! 


BEST VALUES CO., Dept. 140 

403 MARKET STREET, NEWARK 5S. NEW JERSEY 

Send me the records checked @ 3 for $2.98. I enclose $ 

I must be 100% satisfied or my money will be refunded in full. 

78 KPM 10-min- 45 RPM 15-min? 45 RPM 15-min High Speed Dic 


- 
1 ute dictation ute dictation ule dictation with tation 45 RPM 
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=1— 40 wom 10— 60 wpm different dicta- 15 minutes 


uw h 


{) =2— 50 wom 11— 70 wom tion material {| #24—130 wom 
{]} =3— 60 wom - =17— 60 wpm #25—140 wom 
| =4— 70 wem 12— 80 wem ~) 218— 70 weml) #26—150 wom 

f =19— 80 wom ™) #27—160 wom 
=20— 90 wom’ 2 28—170 wom 
= 21—100 wem| 229—180 wom 


ay 


=5— 80 wom 
=6— 90 wom 
=7—100 wpm 
=8—110 wom 
f =9—120 wom 


th 


13— 90 wom 
14—100 wpm 

15—110 wom F) 222110 wom!) =30—200 wom 
16—120 wom #=23—120 wom 


Dictation of 


4 
I nme 
t 


te tt 





c-——— oo oe oe ee ee oe oe oe 


J Name Phrases and Brief 
These are standard dicta- J Acaress Forms ‘s RPM 
i > minutes 
iently placed in any office—despite space tion records that ploy — I city — State £31 50 we 
restrictions. Makes the same _ multiple, ony tenders pnyert 78 LJ I enclose $29.95. Send 4-speed R.C.A. Record Player(_] #32— 80 wpm 
RPM or 45 RPM. Boe oe oe ow oe | MONEY-BACK GUARANTEE | oe oe oe oe oe 
photo-exact copies that typify all four mod- ——s 





correct the 

“wrongs” 
you're bound to 
write 


els in the Verifax Copier line. Additional 
information may be obtained from Busi- 
ness Photo Methods Sales Division, East- 
man Kodak Co., Dept. TS, Rochester 4, 
a ee 






WORTHY OF THE executive suite—this 
polished-brass and walnut office costumer 
by Nucraft of Grand Rapids. Its high- 
grained walnut is handsomely finished and 
brightly appointed in satin-finish brass. In- 
cludes ten walnut wishbone hangers, is 


TAKE A GOOD LOOK! 
4 This illustration shows an ERASER! 


1 


672 inches high. For information about 











Most novel and convenient you ve 
ever used. Core of Weldon Roberts 
World’s Quality Standard gray rub- 
ber, for clean, accurate erasing of 
single letters, words, and even en- 
tire lines of typewriting. In hex- 
agonal wood casing: won't roll. 
Sharpen it with a knife or pencil 
sharpener, just like pencils it re- 


to a desk! , jee : 
small investment—BIG RETURN oe vant lel gelliass wicliec 


BOSTON CHAMPION NO. 3650 GRAYPOINT WHISK (brush attached) 


NO. 365 GRAYPOINT (without brush) 
PORTABLE PENCIL SHARPENER 


Ask your office manager or stationer 
4 DECORATIVE COLORS for these Weldon Roberts Graypoint 
green-blue-sandtone-gray Erasers! Or write us on your firm’s 
@ less time wasted J letterhead for free sample! 


























rr . 3650 WHISK 
Ulaiaen Robe weer 





> ® better efficiency 


WELDON ROBERTS RUBBER CO. 


e less than 1c a day for one year 365 Sixth Avenue, Newark 7, N.J. 
World's Foremost Eraser i. talists 
PROT ITI LT 


Weldon Roteits 
Enon 


with long life ahead 


Send for free comprehensive report on sharp- 
eners, Booklet Y. 


C. HOWARD 


this model (No. 70-C). write to Nucraft HUNT 


Furniture Co., Dept. TS, 1615 Eastern Ave., 
; : , oe PEN CO., Camden 1, N.J. 
S. E., Grand Rapids 7, Mich. 





Correct Mistakes in Any Language 
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LET Graffco SIGNALS 
HELP YOU CARRY THE LOAD 

Every day goes smoother when you sg 
rely on Graffco Signals and Maptacks. 
Always there to remind, alert and point 
the w ay. 

And there is the right kind and color 
for every possible need. See them all by = |s2U"* 
writing for free color folders on Graffco eae os 


Products. 


sweyes | eens! 
Nu-Vise Meta! Projecting 
| Segnais tor “Vertical” Records 

















=< * 
Cellugraf Transparent Signals 
tor “Visible” Records 





At your Office Supply 


Dealer ... or r ~*~ ot 

GEORGE B. GRAFF pan © 24 

COMPANY 
ee 


54 Washburn Avenue 
Cambridge 40, Mass. 














This is Your NEW 
Achievement Record Album 





Fashioned to hold ten certificates of achievement—a beau- 
tiful gold-tooled Fabricoid album that is smarter than leather 
and more durable—available in rose-pink or maroon. This 
new album is 54” x 4” and contains five spiral-bound plastic 
pockets to hold ten attractive certificates that may be earned 
on the Gregg tests. 

This beautiful Achievement Record Album, filled with 
accomplishment certificates, will be among your most valued 
possessions for years to come! Orders filled promptly. 

60¢ each, $6 per dozen, postpaid 
TODAY’S SECRETARY 
330 W. 42 St., New York 36, N.Y. 


Please send .............. new gold-tooled Fabricoid Achieve- 
ment Record Albums, for which §................ is enclosed. 
suanient Rose-pink __............ Maroon 
NU ss ians satthincsudltrinavnanemedctipscdliailcvsdheictutsndtinsiastcdadestededtbdocceimeiewhecs 
NID asscsasshis taeptad cae labassisas sanibucsaivMei asin isesddeusessellce a ueenn amon 
BN Dinas sasicsearlihibabintenti animate tld ey Pe Oe Bee, 
I am a student.............. secretary.............. teacher............+ 
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(Continued from page 28) 
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Correct letters have no errors in grammar, punctuation, 
or spelling. They have no strikeovers or typographical 
errors. All facts and figures are right because you've 
double-checked them. 


You say: “Thank you for your recent inquiry. The 
price of rose bushes is $5 each. Thus six 
bushes would cost $30 plus postage of 
$1.05, totaling $31.05.” 

not: “Thank you for your reccent inquiry. The 
price of rose bushes are $5 each. Thus six 
bushes would cost $30 plux postage of 
$1.05, totalling $30.05.” 


Courteous letters look good. They’re the kind of letters 
you'd like to receive. You’ve used pleasant words. 
You've said “Please” when asking and “Thank you” 
when acknowledging. “You” and “Your” show up a lot 
more than “I,” “We.” and “Our.” You haven't pointed 
the finger at the other person’s mistake. 


You say: “Thank you for returning the questionnaire 
so promptly. It will help a great deal in the 
survey. There is one point I should like to 
clear with you, however. In question 5, 
there was no indication of whether you 
now have a pension plan. Will you please 
just jot a yes or no in the margin of this 
letter and return it so the information will 
be complete.” 

not: “We received your questionnaire and you 
neglected to answer question 5. We are 
enclosing a new questionnaire to be filled 
out. Please be sure that you answer every 
question this time. Otherwise we cannot 
include all the information about you in 
our survey. It would be appreciated if you 
would return this questionnaire promptly.” 


Conversational letters use nontechnical, everyday lan- 
guage—in other words, plain English! If read aloud, 
they sound just as smooth as a conversation. 
You say: “It was a pleasure to talk with you on 
' Tuesday. The brochures you asked about 
are now being printed. Just as soon as 
they're ready, I'll check with you to find 
out how many you'd like.” 
not: “Pursuant to our telephone conversation of 
Tuesday, would beg to state that the bro- 
chures about which you inquired are now 
being printed. Be assured that as soon as 
they come to hand, I will communicate 
with you directly to ascertain what quanti- 
ty will meet with your approval.” 


Co-operative letters have done all they can to help the 
reader and make it easy for him to do his part. 


You say: “These are the alternatives that occur to 
me at the moment. If you have something 
else in mind, please be sure to let me know. 
If one of the alternatives is satisfactory, 
just check the appropriate box on the en- 
closed form. A stamped reply envelope is 
enclosed for your convenience. 

not: “Under our rules we can suggest nothing 
further. Indicate your choice on the en- 
closed form and return it to the writer.” 


In a future article, we'll give you some further sug- 
gestions on how to master this art of writing letters. 
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bea yt — TURNS TO... 


PULL OUT Style 


for CLEANLINESS . . . for SPEED and EFFICIENCY 
. for PERFECT TYPEWRITTEN COPIES 


A pre-aligned second 


PORT HURON SULPHITE. 1 PAPER co. 
PORT HURON, MICHIGAN 


PLEASE SEE THAT | RECEIVE (WITHOUT OBLIGATION) 
FREE SAMPLES OF HURON COPYSETTE T-4 


sheet ond carbon for 


typewritten correspondence 


NAME 
COMPANY 
STREET. 


city ZONE STATE 


NO MORE HANDLING MESSY CARBONS SPOTLESS LETTERS EVERY TIME 

















ETIQUETTE 


The most famous etiquette guide 
of all time in a brand-new modern 
edition. Illustrated, index. 


At all bookstores, $5.50 


FUNK & WAGNALLS 


153 East 24th Street, N.Y. 10 




















NOW TODAY’S SECRETARY MAGAZINE can 
become an attractive permanent part of your 
business or home library. 

These famous Jesse Jones files, especially designed for 
TODAY'S SECRETARY, keep your copies orderly, read- 


ily accessible for future reference. Guard against sviling, 
tearing, wear, or misplacement of copies. Will keep 2 
years’ copies in perfect condition. No irritating wires to 


handle; allows avy copy to be removed. 

These durable files come in a rich blue and gray Kivar 
cover that looks and feels like leather and with 16-carat 
gold lettering. 

Only $2.50 each, 3 for $7.00, 6 for $13.00, postpaid 
Add $1.00 postage for orders outside U.S. Satisfaction 





unconditionally guaranteed or ,our money back. 

p> SD GED GEED GUD GED CUED GED CUED GUUD GUID GED GED GED a=D << 
Jesse Jones Box Corporation, Dept. TS 
P. O. Box 5120 
Philadelphia 41, Pennsylvania | 
Please send me, postpaid, TODAY'S SECRETARY | 
Ss, 9 PID iv venciteriseriercenrentes Bill Me (1) | 
Nome | 
Address | 
SE cctiininineenseiniupiiliaiiiaiiiietin nein State J 
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GENERAL 
OFFICE 
PRACTICE 


By Archer, Brecker, and Frakes 


@ A new kind of office practice text—the book the 
businessman would write to train clerks, typists, 
and general office workers. 

@ Especially suitable for bookkeeping and general 

business “majors” who need to learn how to put 

business procedures into practice. 

Refresher material in written and oral communi- 

cation, business arithmetic, and vocabulary. 

Emphasis on office personality and human re- 

lations. 

Modern in concept, modern in procedures, 

modern in appearance! 

Supplementary materials include Workbook, 

Teacher's Manual and Key, Tests. 


Write Your Nearest Gregg Office 


GREGG PUBLISHING DIVISION 


McGraw-Hill Book Company, Inc. 


hicago 30: 


New York 36: C 
55 Chase Ave. 


330 West 42nd St. 46 


San Francisco 4: Dallas 2: 
68 Post St. 501 Elm St. 
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. . « THOUSANDS OF WORDS 


(Continued from page 16) 





pink house, Flo is typing, filing, helping out on research, 
and answering the phone. “We get an amazing number 
of calls around here,” she comments. “Our line is almost 
always busy—literary lions, people in the publishing 
business, front-page personalities, Mr. B.’s_ personal 
friends and, of course, Gayle’s pals.” 

Gayle may not get as many calls as her father, but, like 
most teenagers, she makes up in quality for what she 
lacks in quantity. Her phone sessions are practically end- 
less. One afternoon Mr. Bishop’s father finally got 
through and asked Floranna what great business had 
just been transacted. Floranna answered that there was 
nothing much up and why. “Because,” said Mr. Bishop. 
Senior. “your phone has been busy for the past three 
hours!” It was Gayle. naturally. 

Neither Mr. Bishop nor his secretary can abide clut- 
ter, so filing is an everyday procedure, done with maxi- 
mum haste and minimum fuss. Says Flo, “I set up the 
files myself—just a matter of keeping some sensible rec- 
ords of contracts and correspondence and assignments. 
Though | never took a course in filing, I decided that 
anyone who knew her ABC's couldn't go too far wrong.” 

Research is more complicated and more time consum- 
ing. Since Mr. Bishop’s writing deals in fact rather than 
fiction, and since he has a passion for minutely detailed. 
unquestionably accurate reporting, research is a big 
word in the little pink house. Floranna spends a good 
part of many a workday at the living room bar—the 
broad surface of which makes a handy place to spread 
out her reference books and clippings and notes. There 
she checks, double-checks, and copies down facts. facts. 
and more facts. Last summer she wrote to a friend: “Am 
helping right now with research on the new book. Time 
of the Traitors. Have already filled four notebooks, and 
we re nowhere near the end.” 

By now, she has probably learned that four notebooks 
are nothing to Jim Bishop. The Day Lincoln Was Shot 
required 28 notebooks, crammed full of facts. Total im- 
mersion in words doesn’t bother Floranna, however. 
One of her early ambitions was to be a journalist, and 
now she says: “To be a writer’s girl Friday, you've got 
to be in love with words. Because that’s what we have 
around here—hundreds and thousands of words.” 

An inspection of the Bishop residence proves her 
point. For not only are there Jim Bishop’s words in the 
office, but there are other writers’ words all over the 
house. Books everywhere: in the wood-paneled living 
room, on shelves beside the bar, among the sketches of 
Paris and of bullfighters and the photographs of Presi- 
dent Eisenhower and ex-President Truman. There are 
bookshelves decking the many-windowed office. There 
are even books stacked in the kitchen. 

Among Floranna’s side duties are ordering new books 
—as well as theater tickets and sometimes the family’s 
food—taking charge of her boss’ bankbooks and check- 
ing account, even buying new carpeting for the house. 
“Around here,” she grins, “one can’t help but branch 
out. Mr. B. will soon have me painting his guest house!” 
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“Nonsense,” parries Mr. B. “Flo and her family would 
be living in that house right now if she had her way. 
She keeps mentioning it while I’m at the typewriter.” 

Actually the new guest house—formerly the Bishop 
varage that was never used anyway—would never do for 
the tall Walters. Floranna, at five-foot-seven, is the 
“shrimp” of the household. Husband Ralph is six-two. 
and so is nineteen-year-old Perry, a cadet at the New 
York Maritime College. Fifteen-year-old Frank is six- 
foot-six and attending prep school in Massachusetts. 

When the Walters first arrived in Rumson, some twelve 
years ago. young Mrs. W. didn’t know many people 
there. To keep busy. she decided she'd find some work 
to do while Perry was in school and Frank was napping. 
She'd learned typing and Gregg shorthand while major- 
ing in English at junior college and had graduated into 
a secretarial job with the United States Treasury De- 
partment. Though she married soon after. her brief of- 
fice experience came in handy. She ran a want ad in the 
Rumson weekly newspaper: “Experienced secretary de- 
sires work at home.” 

These magic words soon brought a phone call from 
a free-lance magazine writer who, for several years, 
brought work to Floranna’s house and picked it up. 

But as the boys grew older and more independent, 
their mother found herself less and less busy—an un- 
comfortable state for this beaver. So with customary 
swift efficiency, she delved into parent-teacher work. be- 
came a member of the local Board of Education, plunged 
into charity organizations. About two years ago, her 
sons launched their own Back-to-Work campaign. 

Opportunity knocked at the village newspaper stand. 
The proprietor told Flo that Jim Bishop, the author, had 
recently moved to Sea Bright and was eager to find a 
secretary. Since the boys had just finished one of their 
pep talks. Flo lost no time in calling Mr. Bishop to set 
up an interview. The following Monday. she met him 
and “We hit it off from the start.” 

Together. Flo and her boss set up their office in the 
small room in back of the house. Comfort and conven- 
ience were first concerns. and the result has been smooth- 
rolling efficiency. Floranna had to get used to the hi-fi 
set. which is almost never off and always loud with piano 
music when it’s on. She also used a good deal of will 
power to keep her mind off the boats cruising up and 
down the Shrewsbury. One boat in particular—the Bish- 
ops’ 34-foot cabin cruiser, docked in the “backyard”— 
still starts her dreaming in the late afternoon of a sunny 
day. But Jim Bishop is a water-lover, too, and at times 
when the sea fever rages, they work out of doors. 

Even Floranna’s Frank and Mr. Bishop’s Gayle get 
into the sea-going act. Often, during the summer, they 
take off down the river in Gayle’s flat-bottomed sailboat 

-discussing, no doubt, the relative merits of Ricky 
Nelson and Sal Mineo. 

Though there may be some room for argument as to 
which teen-age idol is the grooviest, Floranna Walter is 
clear cut in her opinion of American writers. As a col- 
umnist, as an author, as a reporter, as a boss—Jim Bish- 


op is merely The Top. 
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ere So hasy 
to make | 
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om fhaid caplicetor masters with 


(\Y/2i4\/ correction tape 


FAST, NEAT,CLEAN:+ NO SOILED HANDS 


Correcting fluid duplicator masters is a breeze with 
Avery adhesive Correction Tape. There’s no scraping, 
erasing or smearing. Save useless trips to the wash- 
room — no smudged hands or dirty fingernails — no 
wasted time. Just press on, then type on! It’s easy 
to use — fast and clean! 


Available in rolls ready to use in 1/6”, 2/6” and 5/6” 
widths in handy Kum-Kleen dispenser. 





JF, PRESS ON reverse side of 
master over error. No moist- 
ening... just LAY IT ON 
with a finger touch. 


2, TYPE CORRECTION with light 
touch master stays in 
typewriter no realigning 


The boss will like it too...for it saves 
him time and money. 

Ask for Avery Correction Tape today — 
at your dealer, or from your regular office 
supply salesman — you'll like it! 




















! AVERY ADHESIVE LABEL CORP. Div. 152 
I 117 Liberty St.. New York 6 . 608 So. Dearborn St., 
1 Chicago 5 © 1616 So. California Ave., Monrovia, California @ 
Avery Adhesive Label Corp. (Canada) Ltd, 48 Hass Road, - 
{1 Toronto 15, Ont. © Offices in Other Principal Cities. [ 
\ 
Please send samples of Avery adhesive Correction Tape 
{| my name i 
! company I 
! 
, address 
| city. state 1 
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CARBON PAPERS AND INKED RIBBONS 
ROCHESTER 1,NEW YORK 
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KEE LOX MANUFACTURING COMPANY 


Sold through KEE-LOX branches and franchised independent stationers 


Better Carbons 
for 


Better Copies 








The Secretary: 
The First Lady 
of Industry 

and Commerce 
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Or does it smear and 
smudge and make you feel 
apologetic whenever some- 

body sees it? Just try writ- 
ing with an EAGLE MIRADO! 
This is one pencil that doesn’t 
wear down every other 
paragraph. MIRADO stays 
sharp and clean for pages/ 











7 secretaries out of 10 say 
it's the smoothest pencil 
ever! So why just order 

‘pencils’? It’s so easy 
to say MIRADO! 
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Ps: STAYS SHARP FOR PAGES ! 
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FLICK A LINE 
finds the line 
everytime 








Reverse its panel! 
Chance its height! 
Flick its rubber wheel! 
Left or right! 


Genuine walnut base with pencil groove and 
book ledge. Inclined masonite panel 8%, x 14. 


low, low $6-50 prepaid 


The ONLY four-way.... 
COMPLETE copy holder 


Preferred by professionals. 


FRANKLIN TABLE COMPANY 


16 N. 4th St., Louisville, Ky. 





NOW ANYONE CAN MAKE 
PROFESSIONAL-LOOKING 
CHARTS AND GRAPHS 





with Chart-Pak 


Without a single pen-stroke, you can 
“draw” professional-looking charts and 
graphs — with Chart-Pak pressure- 
sensitive printed tapes, symbols and 
planning boards, 

Save time! Save money! Easy to use 
— easy to revise: simply lift and replace 
tape. Charts can be reproduced by 
standard methods. 





MAIL COUPON FOR FULL INFORMATION 


CHART-PAK, INC. ae 
2735 River Road, Leeds, Mass.. t 


preme send information about Chart-Pak. 7 


_— i 


Company- 
ket + 


B city Zone___State — t 
his coupon border made with Chart-Pak Tape 
L. ame ee ee ee oe ae ae 




















TABLES AND CHARTS 


(Continued from page 11) 











stops for your columns before starting 
the actual typing. 
brief title, centered 


above the table. It can be divided into 


Have a clear, 
two or three lines, typed in all caps. 

Center column headings, using abbre- 
viations here if necessary. 

Put columns of related figures closer 
than unrelated ones. 

Use the dollar sign with the first fig- 
ure in a column and again in the total. 

Use lines of spaced periods as guides 
And 


divide masses of single-spaced items by 


for the eye across a wide page. 
double spacing after every fourth or fifth 
row. 

Use explanatory footnotes for any item 
that is not clear in the table. 

Put your name on the penciled file 
copy for future reference. 

9. Careful 


This is a must—get someone else to read 


proofreading required: 
your penciled draft aloud while you check 
the typed version. Correct your errors 
(if there’s any doubt. check the penciled 
draft, too) and file the original version 
with the typed file copy. 

10. So far, we have talked only about 
tables and how to assemble and present 
facts clearly and effectively. The field 
of charts and diagrams and their many 
ramifications is a study in itself. You ean 
find good basic suggestions in any secre- 
Ap- 


plied Secretarial Practice, Fourth FEdi- 


tarial handbook. (Two good ones: 


tion, Gregg, Fries, Rowe, Travis: College 
Secretarial Procedures, Second Edition, 
Place and Hicks. Both are published by 
McGraw-Hill.) 

There are now firms specializing in 
the manufacture of complete “do-it-your- 
self” kits to make the job of producing 
visual aids much simpler. Chart-Pak, for 
instance, has a fascinating catalog show- 
ing how to make line and bar charts: 
chart office layouts for more efficient 
work flow; produce organization and flow 
charts if your organization hierarchy is 
that complicated; diagram plant and pro- 
duction operations for factories. There 
is a vast assortment of symbols depicting 
every conceivable business operation . . . 
special ones can be made for you, too. 

So if you think you're going to be 
called on to draw up lots of visual aids 
for your boss, suggest to him that he let 
you investigate the services of these com- 
panies. 

And chalk up another “gold star” on 
your achievement record when you've 


mastered this business talent! 
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KLENZO 


Swift and smooth for 


* ERASER 534-7 1 





typewriter, ink and ball- 
point work. 





GET THESE 
| BLAISDELL EXCLUSIVES: 


SPEE-D-POINT perforation for easy ‘ 
sharpening — STED-D-POINT | 


Llaisdell KLENZO 
















KLENZO 7); 


Special compound, 
thin diameter for 
pinpoint erasing. 





Write for sample, naming 
this publication. 


TRADE MARKS REG. U.S. PAT. OFF. 


BLALoDELL 





PENCIL COMPANY 


BETHAYRES, PENNA. 


T 
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EXTRA! EXTRA! 


(Continued from page 31) 





may get business for him when you clip 


announcements of births, engagements, 
and marriages. 

When clipping, don’t forget the names 
associates and 


of your employer's 


friends. News of promotions or personal 
notes put on his desk—without fanfare, 
please—may help him cement important 
relationships with a note or phone call 
of congratulation or sympathy. 

You 
look for 


and favorite 


might go one step further and 


items about vour boss’ hobbies 


sports. This will not only 


convince him of your interest and en- 
thusiasm, but will also provide excellent 
conversational fodder for those moments 
of relaxation—necessities in even the 
busiest ofhice. 

Reading the daily newspaper thought- 
fully may even help when one of the 


hoss VIP 


ippointment. 


callers arrives too early for an 
As he 


intelligent 


waits by your desk, 
talk 
best- 


your response to his 


about world events. trade news, a 
seller, or a movie will impress him with 
the fact that 
Your 


vide good conversation pieces. 


youre no dumb bunny. 


good newspaper habits will pro- 


/{ yowre on friendly terms with your 
newspaper, you ll find help outside its 
pages, too. A phone call or a letter will 
supply you with information that would 
hours of research. 


otherwise mean long 


\s a “fact” source, the newspaper has 


few equals. 


Your analysis and application of what 





you find in the daily papers may well 
mean the difference between a routine 
job and a career. And as a bonus, it will 
certainly enrich your personal life. 
Words 
(Key to teasers on page 32) 

IS IT “DES-” OR “DIS-” ? 

des: 1, 4,5, 8,9 

dis: 2,3, 6, 7, 10 
ONE “O” OR TWO “O 

1. loose, lose: 2. lose: 3, 4. loose: 5. lose: 


6. lose; 7. lose, lose: 8. loose; 9. lose. 


WHAT THEY REALLY MEAN 


l. making 
plan; 4 
mulate our plans as the situation develops; 
6. a momentary success; 7 


his final preparations; 2. work; 
brought her big returns; 5. for- 


. suffered our de- 
leat; 8. given unlimited freedom. 


BUSINESS-VOCABULARY MATCHUPS 
L. g3 2. a: 3. ds; 4. i: Sires. bie 7. be 
fs 9. ec: 10:1. 
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EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a a On this page, every 
iste 
Ss agencies that can help you solve your job-hunting 
Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
Check the agencies listed* here first. 


month, you'll find 


problems. 


expert guide. 


reputable employment 





























CHICAGO HOUSTON 
BI RCH ( Furnishing a 501 Melrose Bidg. Beit Only 
Market On An = 
Qualified Secretaries to the e Ss ~ 

* E J . EMPLOYMENT Dell 
High-Paying Chicago CA 4-6331 Houston, Texas 

SECRETARIAL Employer Pay Fee Basis SINCE 1924 
PLACEMENT | 59. Madison + suite rare f | Courtesy. to all ts cut macy gtr counselors 

A SRL a CEntral 6-5670 an YOU are our special interest 





CLEVELAND 


In Cleveland it’s. . 


BUSINESS GIRLS 


1290 EUCLID SU. 1-4506 





DENVER 








QUINBY EMPLOYMENT SERVICE 


SPECIALIZING 


In Secretarial and Related Positions 


‘‘Houston’s Oldest—Under One Owner’ 
406 Bankers Mortgage Bidg., Houston 2, Texas 





NEW ENGLAND 








We Find THE JOB to Fit THE GIRL 
Beginners to Office Managers 


Friendly —Confidential —Effective 


GRAHAM 


776 Broadway AM 6-1631 


One of New England's finest! 


BRANCHES: 


THE WILSON AGENCY 


Fully co-ordinated. 
Excelient staff with superior facilities to get 

the job done promptly. Your résumé will re- 

ceive immediate and continuing attention until 

you are happy once again 

54 Church Street 

Hartford 3, Connecticut 
New Gritain, Springfield 


GENERAL OFFICES 
Middietown, 











SECURITY EMPLOYMENT SERVICE 


Two GMoes to seree y ‘he Secretary's Job Center 
n Denver. Expe ana a vers, who have been 
secretaries, t assist you. Your problems thoroughly 
understood. Ver ow ites. Confidential interviews 
Mrs. Smith is a membs N.S.A. also. Write 
nformation «& ntact 


Mrs. Marie Smith (Owner) 
1312 Broadway 303 Kittredge Bidg. 
Am-6-1968 16th & Glenarm Ac-2-0645 


NEW ORLEANS 











EL PASO 


Planning Relocation? Contact 


A-1 EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 
New Orleans 12, Louisiana 


14 Years Same Management Jackson 2-4241 





SAN FRANCISCO 





SHARE YOUR PROBLEMS 
with 
El Paso’s Oldest Private Agency 
EL PASO 

EMPLOYMENT SERVICE 

Write: (Miss) Willie Yarbrough 
21 yeors experience in personnel 

Stanton at Texas St. KE 2-1477 





eo 


gee for the best in office positions 
} San Francisco's Largest 
| NO FEE AGENCY 
\ 








“A Step in the Right Direction...” 
when you visit 


\ WESTERN EMPLOYERS SERVICE 


995 Market St. DOuglas 2-5486 











WHERE TO BUY 


Fashions shown in this issue 


be found at the 


may 


following stores: 


Cover: John Frederic’s Charmer. B. 
Altman's and Bloomingdale’s, New 
York. 


Pages 33-35: 
ag J We 


1 


Sue Brett dresses—all in sizes 5-15. 
Saks Fifth Avenue, New York; 
Charles A. Stevens, Chicago; Wood- 
ward & Lothrop, Washington, D.C.; 


Stix. Baer & Fuller. St. Louis; D. H. 


New Orleans; A. Harris, 


Holmes, 


Dallas: Bullock’s, Los Angeles. 
Ship ’n Shore blouses, Blooming- 
dale’s, New York; Schuster’s, Mil- 


waukee; May Company, Los Angeles; 


Davison, Paxon, Atlanta, Georgia. 

Sportswear by Aileen for Alamac 

Knitting Mills. Stern Brothers. New 
r 


York. 


out the 


and other fine stores through- 


country. 


All jewelry by Monet. 
Miller. 


shoes by I. 


gloves by Crescendoe. 


on 
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thanks to her REMINGTON® ELECTRIC typewriter 


And no wonder—electricity does the work — 
helps today’s smart women of letters turn out 
such truly beautiful work in so little time, 
with so little effort and so pleasing to the boss. 


Flemington. Prand. 


DIVISION OF SPERRY RAND CORPORATION 


Fifth Avenue, New Yor 
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The Saga of Rosie— 


(or how Mr. ESTERBROOK saved a damsel in distress) 


——_~ 






Rosie was a toiler. 

No virtues did she lack, 
But when she took dictation 
She could not read it back. 


(Made the Boss very hard to manage.) 














Now the girl who sat beside her 
Noticed Rosie’s plight 

She took her to the corner store, 
And there she set her right. 


(The kind of friend every girl should have.) 
. & 





“The secret of good steno,” 
She said with knowing look, 
“Is always using pen and ink 
and always Esterbrook.” 


(Esterbrook is the only pen with the replaceable Gregg-approved point.) 














Rosie’s now the boss’s favorite, 

And she’s winning lots of praise. 

But it’s faithful friend and Esterbrook 
Who really won her raise. 


(You, too, can take easy-to-read-back notes with Esterbrook.) 





P.S. If, by chance, she breaks a point, Rosie never gets incensed, 
She knows an exact replacement can be had for 60°. 











(With 32 different Esterbrook points to choose from, there’s 
one for every handwriting and every use.) 


Gsterbrook —the only Gregg- 


approved pen with replaceable points. Just $2.95 


